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AMENDED AGENDA
The agenda below is hereby amended to add Public Comment to Item I.
The Committee on Testing and Recruiting of the Board of Fire and Police Commissioners will
meet in open session on the following items:
I.

Request to Amend Police Lieutenant Promotion Criteria/Detective Job Announcement
Bulletin
A.

Public Comment

The Board may receive a motion to convene in closed session in City Hall, Room 301-B, 200
East Wells Street, on the above item pursuant to Section 19.85 (1)(c) Wis. Stats., if necessary.
The Board may then reconvene in open session concerning any such item following the closed
session.
Members of the Fire and Police Commission who are not members of this Committee may
attend this meeting to participate or to gather information. Therefore, notice is given that this
meeting may constitute a meeting of the Fire and Police Commission or any of its Standing
Committees, and must be noticed as such, although they will not take any formal action at this
meeting.
Upon reasonable notice, efforts will be made to accommodate the needs of persons with
disabilities through sign language interpreters or auxiliary aids. For additional information or to
request services, contact the Fire and Police Commission ADA Coordinator at 414-286-5072,
414-286-5050 (fax), 414-286-2960 (TDD), or by writing to the Coordinator at Fire and Police
Commission, Milwaukee City hall, room 706A, 200 East Wells Street, Milwaukee, WI 532023515.
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Memorandum
To:

La Keisha W. Butler, Executive Director

From: Dave Gelting, Research & Policy Analyst
Date:

November 7, 2018

Re:

Chief Morales’ Request for Policy Change to allow Detectives to take the Lieutenant’s
Exam

This memorandum is written in response to a November 2, 2018 request to provide the Testing and
Recruiting Committee context regarding the history and current status of promotions to Police Lieutenant
in the MPD.

Problem Identification

According to my interpretation of the documents written by Chief Morales, Assistant Chief Caballero, and
the MPA, the problems that they are identifying and attempting to address in their request to change the
minimum qualifications for the Police Lieutenant exam are:
1. A perception of unfairness that members at the rank of Detective do not have a direct
promotional path towards Lieutenant.
2. There remains ambiguity regarding the matter at hand: the language of the Detective job
announcement indicates that Detectives may not be eligible to test for Lieutenant. The use of the
word “may” sows uncertainty regarding how the FPC plans to set the minimum qualification for
Lieutenant and gives members second thoughts when applying for the position of Detective.
3. A perception that the work of Detectives is devalued by eliminating their direct promotional
opportunities.
4. There have begun to be less applicants for the position of Detective and thus less depth to the
talent pool from which Detectives are selected.

History of MPD Promotional Structure

In the mid-20th century it was common for U.S. police departments to have separate and distinct patrol
and investigative bureaus, each with their own promotional paths and supervisory structures. As crime
rates increased nationally through the 1960’s and 1970’s, police agencies and academics began to
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question the effectiveness of what they termed “reactive” policing: a focus on routine patrol, immediate
response to calls, and follow-up investigations. The idea of “proactive” policing became popular in the
1970’s to 1980’s, with the notion that police agencies should function in ways that might prevent crime
from occurring in the first place.
With this new approach police departments began to reorganize their management of resources. The
former approach emphasized investigations while the new approach emphasized patrol, thus department
structures and promotional paths changed to reflect these priorities. Milwaukee was an outlier in this
trend, in that the MPD continued to utilize a separate promotional track within their Detective Bureau
into the 1980’s and beyond, reflective of the value that MPD placed on investigative work and their late
adoption of the prevalent trends in U.S. policing.

2011: Chief
Flynn

Patrol

Captain of Detectives: 1

Captain of Police: 20

Detective: 108
Dep. Insp. of Detectives: 1
Detective Sergeant: 16
Detective: 110

Inspector of Detectives: 1
Dep. Insp. of Detectives: 1
Detective Sergeant: 13
Detective: 108
Inspector of Detectives: 1
Dep. Insp. of Detectives: 1
Lieutenant of Detectives: 23
Detective: 235

1963: Chief
Johnson

Detective Sergeant: 18

1964: Chief
Breier

Lieutenant of Detectives: 1

1959: Chief
Johnson

Investigations

1982: Chief
Brier

1982: Chief
Brier

1964: Chief
Breier

1963: Chief
Johnson

1959: Chief
Johnson

Table 1 provides a historical summary of the bureau and position structure in the MPD. This is not a
detailed picture of the promotional or chain-of-command hierarchy, but is an overview of the positions
under each general workgroup to give a sense of the positional roles that existed during various times in
the history of the MPD. The information was obtained from the historical MPD and FPC annual reports.

Lieutenant of Police: 20
Police Sergeant: 109
Patrolmen: 1286
Captain of Police: 20
Lieutenant of Police: 21
Police Sergeant: 108
Patrolmen: 1359
Captain of Police: 22
Lieutenant of Police: 23
Police Sergeant: 132
Patrolmen: 1366
Captain of Police: 23
Lieutenant of Police: 25
Police Sergeant: 156
Police Officer: 1470

Inspector of Police: 6
Captain of Police: 22
Lieutenant of Police: 56
Detective: 197

Police Sergeant: 192
Police Officer: 1348

Table 1: Investigative and Patrol Positions in the MPD
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The current organizational structure, implemented in 2010, follows the common practice of police
departments trending towards proactive crime control strategies that have been implemented in cities
across the U.S. It should be noted that the use of the term “best practice” is often utilized rather than
“common practice” among national associations and academics, however at this time I have not found
any objective data that definitively identifies a particular organizational structure as better than another.
The current position classification and promotional framework was decided upon by the FPC after
receiving a reclassification request from Chief Flynn on March 10, 2009. The Department of Employee
Relations presented a report on the matter at the January 7, 2010 FPC meeting. During that meeting, Chief
Flynn described that the rationale for combining the Lieutenant of Detectives and Lieutenant of Police
into a single Police Lieutenant position was “to avoid having two different police departments with two
different chains of command”. He further iterated that “The goal is not to have dead-end ranks”. The
board voted unanimously to approve the reclassification report.
From the outset of this decision the MPA maintained that Detectives should be allowed to test for this
newly combined rank of Police Lieutenant and the MPSO maintained that only Sergeants should be
allowed to test for this newly combined rank of Police Lieutenant.
A clear and final determination of a long-term policy regarding this difference of opinion has not yet been
determined by the FPC. While there was discussion regarding potential next-steps for further changes to
the promotional process, at this time no long term changes have been formally considered and
examination announcements currently determine minimum eligibility requirements on a case by case
basis.

Police Lieutenant Examinations
•

•

July 12, 2012
o Detectives with three years of service were eligible to apply.
November 6, 2014
o Only Detectives who were in their position as of November 4, 2011 were grandfathered
in to apply.

Policy and Operations Impact

The changes that occurred in 2010 regarding the department structure and promotional framework were
more than simple changes to human resource practices, they were a conscious reflection of a changing
focus of the mission of the department. It was a movement away from investigations and towards crime
prevention.
A 2012 article in Governing Magazine provided an informative description of what Chief Flynn was
attempting to implement with both this and other changes to the department:
When Flynn arrived in Milwaukee, he found a department dominated by its detectives,
particularly its homicide detectives. Working closely with the district attorney’s office,
they routinely “cleared” more than 80 percent of total homicide cases. If case
clearance was the goal, notes District Attorney John Chisholm, “it was an extremely
effective system.”
While clearance rates are important, Flynn felt the department was focused on the
wrong goal. It was important to solve crimes, but it was also important to prevent
them. The role of the uniform patrol needed to be redefined and expanded. With the
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support of the mayor and the Fire and Police Commission, Flynn took key plainclothes
commanders from the Criminal Investigation Bureau, put them back in uniform and
moved them from the Police Administration Building downtown out to the districts.
The elite plainclothes units were disbanded and consolidated. Now, instead of patrol
officers running from “hitch to hitch,” says Tobin of the Fire and Police Commission,
referring to individual calls for service, patrol officers are supposed to take the time to
investigate incidents from start to finish, including such serious offenses as aggravated
assault and armed robbery.
The process has not been an easy one. “We have had growing pains on that,” says
Tobin. Assistant district attorneys have had to deal with cases that were not as well
prepared as when investigations were conducted by detectives. Sometimes cases
were dismissed as a result, and uniformed officers have been disciplined for botching
investigations.

Clearance and Crime Rate Data

Review of clearance and crime rate data can provide context for the changing focus between
investigations and crime prevention. Because Milwaukee was comparatively late to change their
promotional and organizational structure to reflect new proactive policing philosophies, comparing
Milwaukee to the rest of the U.S. can be illustrative.
Figure 1 details the historical homicide clearance rate for the MPD and compares it to that of the entire
United States. Homicide clearance rate is chosen as the unit of analysis due to the fact that homicides are
generally investigated by Detectives and, being the most serious violent crime, can be a measure to
consider when assessing the investigative work of a police department. However, there are many factors
influencing clearance rates beyond the control of Detectives, so this measure is not intended as the single
authoritative measure of the quality of a department’s investigative capability.
The dots in Figure 1 are the actual yearly clearance rate and the line is a 4-point moving average which
serves to smooth the data in order to more readily recognize trends. Unfortunately, long-range historical
data comparing Milwaukee to all similarly sized cities in this context is not readily available.
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Figure 1 - source: UCR Crime Data compiled by MurderData.org
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It is notable to see that between 1965 and 2000 the national homicide clearance rate consistently declined
while the clearance rate for the MPD remained relatively constant in the same timeframe. Also note that
the outlier data point in 2002 impacts the inflection point of the trend line. Internal MPD data reports a
clearance rate that year of 81% as opposed to the FBI rate of 48%. Depending on the data source the
inflection point of the trend line would be around 2002 (FBI data) or 2005 (MPD data).
Figure 2 details the violent crime rate for the city of Milwaukee, all U.S. cities with populations between
500,000 and 999,999, and the country as a whole. FBI UCR data was only available from 1985 – 2014. Like
Figure 1, a 4-point moving average is superimposed on the Milwaukee data in order to view trends. The
violent crime rate was chosen as the unit of analysis due to the importance of violent crime in the public’s
perception of their own safety, and thus the importance of preventing the occurrence of violent crime.
Similar to the clearance rate data, there are many factors beyond the control of a police department that
influence crime rates, thus the violent crime rate in and of itself is not intended as the single authoritative
measure of a police department’s crime prevention strategy.
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Figure 2 - source: UCR data online ucrdatatool.gov

Notable in this figure is that in both the U.S. as a whole and in comparably-sized cities the violent crime
rate began to decline in the early 1990s and then level off in the early 2000’s. The violent crime rate in
Milwaukee was relatively constant from 1985 – 2005 and began to increase thereafter.
One can conclude from this data that while the MPD was “behind the times” in their shift to a proactive
policing framework, their work under the previous reactive framework certainly produced much higher
clearance rates than the rest of the country. If the MPD was also “behind the times” in crime prevention
is less clear. There was a definite decline in violent crime rates both nationally and in comparatively-sized
cities during the late 1990’s. However, while Milwaukee did not experience such a decline, Milwaukee
was already at a lower violent crime rate than comparable cities. After 2005, the rates in comparable cities
and in the U.S. in general remained relatively steady while the rate in Milwaukee increased.
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Considerations

Debate on Minimum Qualifications for Police Lieutenant

The basic disagreement regarding this matter is whether an effective Police Lieutenant must have
experience managing people prior to taking the Police Lieutenant exam, or if handling investigations and
managing projects as a Detective sufficiently instills the necessary skills for a successful Police Lieutenant.
The Chief’s Office has indicated that Police Lieutenant qualifications should focus on leadership qualities,
regardless of professional experience directly managing people and/or projects.
The MPSO contends that a Police Lieutenant must have experience as a Sergeant because that is where
fundamental management skill development will take place given the number of staff a Sergeant is
responsible for managing on a daily basis. Furthermore, they argue that if a Detective is promoted to
Police Lieutenant they will be supervising Sergeants without any Sergeant experience and would be ill
equipped to do so. They point out that few, if any, departments in the U.S. have promotional processes
that allow for supervisory promotions without experience as a Sergeant.
The MPA contends that for years the department has allowed detectives to rise through the ranks without
any notable defect in their management ability. They make the opposite argument that by only allowing
Sergeants to promote to Police Lieutenant a Police Lieutenant will be supervising Detectives without ever
having been a Detective, while at least a Detective has been a Police Officer and thus has some familiarity
with Patrol. They believe that forcing a Detective to make what they view as a lateral move to Sergeant
before they can take promotional exams makes the position of Detective a “dead end” and undesirable
promotion for Police Officers.
A decision by the Board on this matter will address problems 1 and 2 identified in the introduction of this
memorandum: the concept of fairness regarding promotional opportunities and the ambiguity of the
promotional opportunities for Detectives. It may be that confidence in the quality of the examination
process for Police Lieutenant is high enough that the minimum qualifications and experience required for
the position is relatively unimportant; the examination itself will screen out those that do not have the
required skills. Or it may be that the sort of skills necessary for a successful Police Lieutenant cannot be
fully assessed in the examination environment and setting appropriate minimum qualifications and
experience to even take the exam will address that deficiency.

Strengthening the Position of Detective

Problems 3 and 4 identified in the introduction of this memorandum are regarding the perceived value in
the position of Detective and the need for a deeper, more qualified applicant pool for that position.
Allowing Detectives to promote directly to Police Lieutenant or recreating the position of Lieutenant of
Detectives might address those concerns, but there may also be other ways to address these concerns
which generally relate to the “strengthening” of the Detective ranks.
More research would be needed to gather ideas for accomplishing this goal if it is decided to leave in place
the current Police Lieutenant minimum qualifications. It is possible that interviews or surveys of
department members could shed light on potential ways to improve the strength of the Detective rank.
Or, upon further research, it could be determined that this isn’t a problem at all and there is no
“strengthening” needed for the position of Detective.
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Conclusion

On one level the Board can view this issue as a human resources issue regarding promotional
qualifications, but on another level this matter can be viewed as a philosophical framework and reflection
of department priorities.
Regardless of how the matter at hand is concluded, there are particular issues, I surmise, all parties wish
to ensure:
1. Police Officers, Detectives, Sergeants and Lieutenants must all operate from a stance of mutual
respect and value. Each role is critical to the mission of the department and each role must work
together as a single team towards the department’s goals.
2. The department must balance both their reactive and proactive roles. They must not forgo
effective investigations and high clearance rates for crime prevention strategies, and they must
not give up on crime prevention to simply react to reported crimes. While the pendulum has
swung both ways historically across the country, our community needs a balance between both
aspects of the police mission.
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Memorandum
To:

Testing & Recruiting Committee

From:

La Keisha W. Butler, Executive Director

Date:

11/2/2018

RE:

Chief Morales’ Request for Policy Change to allow Detectives to take the Lieutenant’s
Exam

On July 19, 2018, Chief Morales submitted a written request to the commission requesting that
Detectives with a minimum of four (4) years of service as a detective, police sergeant, or a
combination of the two ranks, be eligible to participate in the promotion process for the rank of
police lieutenant.
This request would undo an agreement brokered between the police department, Milwaukee
Police Association (MPA), and the Milwaukee Police Supervisor’s Organization (MPSO) in which
the policy was established that eligibility for the lieutenant’s promotional process required
service as a police sergeant, but allowed the current group of detectives (who were specifically
named in an addendum to the agreement) to participate in the promotion process without
having to serve as police sergeants initially.
As part of this item, you will find several attachments. First, is a letter from Chief Morales
formally requesting the policy change, followed by an email from Assistant Chief Caballero
regarding altering the language of the detective job announcement bulletin and a draft of the
detective job announcement bulletin. Following the job announcement bulletin are the position
statements from Chief Morales, the MPA, and the MPSO. In addition, I have provided
information related to the San Francisco model referenced in the MPSO’s materials. Finally, I
have attached the preparation guides for the last administration of the detective and lieutenant
exams. These guides provide a sense of the job duties and functions candidates will be
expected to perform in each role.
FPC researcher, David Gelting, is working on a memorandum discussing the history and current
status of promotions to lieutenant. We hope to have that to you early next week.

This request by Chief Morales would have an impact both on the recruitment of candidates to
the position of detective and lieutenant. If the request is granted, we will work with our vendor,
EB Jacobs, to ensure that the examination process for lieutenant is fair to all prospective
candidates while appropriately testing candidates’ aptitude for serving as a supervisor in MPD.
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MILWAUKEE POLICE DEPARTMENT
Detective
Candidate Preparation Guide for the
Written Technical Knowledge Test

Prepared By:

EB Jacobs, LLC
May 2015

Copyright © 2015 by EB Jacobs, LLC. All rights to the information contained herein reserved by EB Jacobs, LLC. No
part of this document may be reproduced or utilized in any form or by any means, electronic or mechanical, including
photocopying, recording, or by any information storage and retrieval system, without permission in writing from EB
Jacobs, LLC.
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INTRODUCTION
To qualify for the rank of Detective, candidates will participate in an assessment process consisting of three
test components and seniority points. Each component of the process will be weighted as follows:

Test Component
Component 1: Written Technical Knowledge Test

Detective Test
Weights
25%

Component 2: Oral Board Examination

35%

Component 3: Career Review Board

35%

Seniority Points

5%

This process is based on information obtained from a job analysis of the position of Milwaukee Police
Detective. The job analysis provided descriptions of the duties performed by incumbent detectives and
identified the knowledge, skills, and competencies (abilities and personal characteristics) required to
perform these duties effectively. The assessment process is intended to assess the required knowledge,
abilities, and competencies in the context of important duties and tasks, as well as relevant career
experiences.
This guide is being distributed to assist candidates in preparing for the Written Technical Knowledge Test.
(More detailed information about the Oral Board Examination and Career Review Board will be
provided at a later date.) We are providing this information in recognition that a considerable amount of
the concern associated with participation in examinations is related to the novelty of the procedures that
candidates encounter. Accordingly, this Guide provides information about the Written Technical Knowledge
Test component in terms of the:





content,
administrative logistics,
evaluation methods, and
sample questions and answers.

From the information presented in this guide, candidates should be able to get a good feel for the Written
Technical Knowledge Test, including the test procedures, the types of questions they will encounter, and
suggested preparation strategies.
We encourage candidates to review this guide carefully and to take advantage of any and all opportunities
to prepare for the test.

GOOD LUCK!

NOTE: In this Guide, an effort has been made to provide as much information as is available at this time
about the intended format, content, logistics, and evaluation of the Written Technical Knowledge Test.
However, it is possible that minor alterations may be made in the testing procedures between the time this
Guide is distributed and the administration of the test. We will work with the Milwaukee Fire and Police
Commission to provide you with any updates that may be required.
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DESCRIPTION OF THE WRITTEN TECHNICAL KNOWLEDGE TEST

I.

Date, Time, and Location:

The Written Technical Knowledge (TK) Test will be administered on Tuesday, August, 11
2015 at 9:00 a.m. in Room 182 of the Safety Academy. Candidates should arrive at the test
site no later than 8:30 a.m. so that the instructions can begin promptly at 9:00 a.m. A schedule
is presented below to give you an idea of the timing for the day of the Written Technical
Knowledge Test. Some of the times presented below are approximate so the “time of day”
designations presented may vary slightly from those that actually occur on the day of the test.

CANDIDATE SCHEDULE
ACTIVITY

AMOUNT OF TIME

TIME OF DAY

Check-In and Seat Candidates

Approximately 30 minutes

8:30 a.m. to 9:00 a.m.

Instruction Period

Approximately 30 minutes

9:00 a.m. to 9:30 a.m.

3 hours

9:30 a.m. to 12:30 p.m.

Approximately 10 Minutes

12:30 p.m. to 12:40 p.m.

30 minutes

12:40 p.m. to 1:10 p.m.

All Closed-Book Test
Short Break
Appeals

NOTE: We encourage candidates to bring a beverage and snack to the test site as there will be
no break for lunch in between any of the activities listed above.
II. Content:

The Written Technical Knowledge Test will be an ALL closed-book test and will consist of 100
traditional, multiple-choice items with four response alternatives each. These items will be
designed to assess candidates' understanding of job-related technical knowledge that the job
analysis indicated must be memorized so no reference materials will be available for use during
this test. Items on this test will be drawn ONLY from reference materials identified on the
reading list. Candidates will be given 3 hours to take this test.
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III. Administrative Logistics:
The Written Technical Knowledge Test will be preceded by a set of instructions. Candidates are
advised to arrive at the test site at least 30 minutes prior to the instruction period to ensure that all
necessary administrative procedures can be conducted prior to the scheduled start time.
A few reminders about the reading list and reference sources are presented below:
1. Candidates WILL NOT be permitted to use any reference sources or documents of any kind during
the Detective Written Technical Knowledge Test. If it is determined that any document(s) is needed
to take the Detective Written Test, the document(s) will be provided at the test site.
2. Candidates will only be responsible for information contained within sections of documents included
on the reading list. Any other documents that are referenced within sources appearing on the
reading list, but are not actually listed on the reading list themselves, will not be tested.
3. No electronic equipment will be allowed at the test site, including pagers, cellphones, tablets,
laptops, etc. In other words, any device with an on/off switch will NOT be permitted at the test site.
4. Candidates will be responsible for all revisions made to the MPD’s internal reference sources up
until June 3, 2015. Candidates will NOT be responsible for revisions that occur after June 3, 2015.

IV. Appeals Process:
The following appeals process will be used for the Written Technical Knowledge Test. Additional
instructions and any modifications to the instructions below will be announced at the test site prior to the
start of the Written Technical Knowledge Test.
Appeals may ONLY be completed at the test site immediately following the administration of the
Written Technical Knowledge Test. Specifically, the testing time will be a total of approximately
three hours. Immediately following the conclusion of the test, there will be an additional 30
minutes for completion of written appeals to test items. Once this timed 30-minute appeal period
has elapsed, no additional appeals will be accepted.
Candidates will be required to fill out a separate form for EACH item they wish to appeal. For each
appeal (and appeal form), candidates will be required to provide their name, ID number, the number of
the test item they are appealing, the answer(s) they believe should be keyed as correct, the rationale to
support their appeal, and any reference citation within the applicable knowledge source that supports
their appeal. Candidates should be as detailed as possible in their appeals to ensure full consideration
is given.
V. Evaluation:
All items on the closed-book test will be worth one point each so your raw score on the Written
Technical Knowledge Test will be the number of questions you answer correctly on the closed-book test.
For example, if a Detective candidate answers 82 out of 100 closed-book items correctly, the
candidate’s Written Technical Knowledge Test raw score will be 82 (out of a possible total of 100).
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Preparation Strategies for the Written Technical Knowledge Test
Written technical knowledge (multiple-choice) tests are designed to test your knowledge of a particular
subject area. You can improve your performance on written technical knowledge tests in three different
ways. The first and most obvious way is to know and understand all of the relevant material that will be
covered on the test. The second is to know and understand the test situation so that you can avoid making
mistakes caused by a failure to understand the meaning of the test questions, the test format, or the test
procedures. Finally, you can try to gain an understanding of your own test-taking behavior. If you become
aware of the kinds of errors you commit on multiple-choice tests, you can try to avoid them in the future.
This portion of the guide provides suggestions for improving your performance in each of these areas:

I.

How to Study: Understanding the material covered on the test
This section provides some strategies to assist you in preparing for the tests. A method for studying,
based on well-established learning principles, is included. Many of the suggestions are directed
toward enhancing your ability to recall information by requiring you to do more than simply read the
material. Some suggested strategies include: (a) surveying the material to be read in order to break
it down into reasonable study "chunks," (b) formulating questions to be answered after each section
has been read, and (c) reciting the main points of each section.

II.

General Multiple-Choice Test-Taking Strategies: Understanding the test situation
This section provides some strategies that you can apply when taking the tests. These strategies
are of relevance when taking any multiple-choice test. They include such suggestions as marking
questions in a way that will make them easier to understand and answering easier questions first.

III.

Error Analysis: Understanding your own test-taking behavior
This section provides you with some information about common test-taking errors, as well as
strategies for avoiding such errors. You are encouraged to identify the kinds of errors you tend to
make when taking multiple-choice tests. In this way, you will be more aware of the tendency toward
these errors when you actually take the tests and can determine what steps you can take to avoid
these errors.
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I. How to Study:
The study strategies provided here should be helpful in preparing for multiple-choice tests. They can be
applied to any reference sources.
A.

Focus Your Attention

You must focus your attention on the material you are studying if you expect to remember it. There are
three things that you can do to help you focus your attention on the material you read.
1. First, since you tend to pay closer attention to things that interest you than to things that don't, you
can try to make the material more meaningful or interesting. One way to do this is to apply it to
yourself. Try to think of examples of the material that can be tied to your work.
2. Next, eliminate distractions from your environment. These distractions compete for your attention
and affect your memory of the material that you are trying to study. It is difficult to pay attention to
several things at the same time. Instead, people usually switch back and forth, paying attention first
to one thing and then the other. Unfortunately, you will not remember any material that did not
receive attention. This means that listening to the radio while you are studying, or studying in a
noisy area, will leave gaps in your memory of the material you are trying to learn.
3. Finally, you should avoid trying to learn or memorize material when you are tired. Fatigue reduces
the amount of material that you can remember. This means that it might be better to get a good
night's sleep and study in the morning rather than staying up a few hours extra and sleeping late.
Surely, you must have noticed how your attention wanders if you go without sleep for long periods of
time.

B.

A Method for Studying: SQ3R

SQ3R stands for survey, question, read, recite and review. These five elements make up a set of study
habits that almost guarantee success.
SURVEY
"Survey" means to find the limits or borders of an area. Survey the material you have to study to get a
rough idea of the content and organization of the material before beginning in-depth study efforts.
To survey a body of information, scan it from start to finish. By skimming over the pages, you will get an
idea of what is to come. In most documents, this type of survey is made much easier through the use of
headings. Bold, large, or major headings introduce big or important elements; smaller headings introduce
sub areas of these important elements. Other helpful overviews of the material can be found in summaries
such as chapter summaries/conclusions, overviews, commentaries, statements of objectives, etc. By
looking over such summaries, you can get a quick view of the important parts or pieces of the material
covered.
Surveying the study material gives you an idea of how long it will take to cover the material. This will help
you to break the assignment down into reasonable time blocks. Material should be read in chunks of a
reasonable size. You should carve out a specific section that you will try to understand before moving on.
A chunk might be all of the material under a major heading. If the material under the heading runs for many
pages, you might want to reduce the material to be understood to each of the minor headings, taken one at
a time.
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QUESTION
Most people need a reason to do things. In studying text material, a question becomes a reason. If you
have some questions to begin with, the material that you are reading will take on more life and be more
meaningful.
Before beginning each study session, look over the material you intend to cover. Develop some questions
that you expect to be answered in the material. There are several ways to develop these questions. One
way is to begin with the list of headings from the book chapter or document outline. Write a question for
each major and minor heading. Developing questions can provide a reason for reading the material and
can help the information become more meaningful to you.
READ
For most people, reading means the same thing as studying. When they say that they have studied
material, they often mean that they have read it through several times. Reading is important, but it will be
done more effectively when the survey and question steps have been completed.
The most effective way to pace yourself is to decide on the number of chunks that will be read and
understood in a given study session. You can use the questions you developed through the previous step
as your definition of understanding. Once you can answer these questions, you can move on to the next
section. A good time to take breaks is between these sections, not in the middle of them. This might be a
way of rewarding yourself for successfully completing the reading of each section.
It's important to ensure that you understand the material you are reading. One way to do this is to look up
the definitions of all new and unfamiliar terms. You should make a list of the words and phrases that you
don't understand. If these terms are technical terms that you have not encountered before, the chances are
that the answer is somewhere in the chapter or document that you are reading. Have a notebook available
so that you can mark down each of these terms, leaving a space for their definition. The quicker you get to
know the meaning of all the terms, the more effective your studying will be. If the term or word is not
technical, but simply a large or uncommon word that you are not sure of, look it up in a dictionary. If you
feel it would be helpful, record the definitions of these non-technical terms in your notebook, as well. You
will find that this notebook of terms will be a big help in preparing for the closed book test. You might want
to use it to keep track of all important terms, even those you understand.
Another good way to make your reading time as useful as possible is to mark or underline the text while you
are reading. This will make you a more active participant in the studying process. In addition, it will help
you to focus on the major ideas and keep you from getting bogged down in details. Your underlining or
highlighting can also make it easier for you to review the material before the test by providing some hints
and associations that will aid in later recall.
In marking or underlining the text, you should actually go through the text and underline key words and
concepts that are important in understanding the material in the chunk you are reading. You might also
make notes to yourself right on the text page. If you choose to use the underlining and marking method,
here are a few guidelines:
1)

Read the whole section before doing any underlining or marking.

2)

Don't mark or underline too much. The value of the technique lies in highlighting only the most
important material.

3)

Use ink if possible so that the underlining and notes do not disappear or become unclear in the
course of studying.

4)

Use symbols as much as possible. For example, use ? as a symbol for questions you have; use * to
stand for a particularly important idea.
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RECITE
Remember a time when you went to the store to buy several items? You didn't have time to write out a list,
so you just repeated the items out loud several times on the way to the store. After several repetitions, you
had memorized the list. If you had paid attention to what was happening, you would have realized that the
act of reciting the list made the difference between remembering the list and forgetting it. This is just as true
of study material as it is of shopping lists.
Recitation does not have to be performed out loud, but it should be formal. Don't just look over the
information and say to yourself, "Now I know it." The point is that you should recite the information that you
know. This can be done in several ways. One popular method is to close the book or document and try to
repeat what you just have read, then check to see if you were correct. A second way is to answer questions
about the material you have read.
It's very helpful to recite with another individual. You can ask each other questions about portions of the
material, which will make you recite the material in a formal way. It's not even necessary to choose
someone who is familiar with the material. The person only has to be able to recognize that what you have
said is what is written in the document or in your notes.
In order to be most effective, recitation should take place quite soon after you've first learned or read the
material. This is important because the greatest amount of information is lost or forgotten within a short
period of time after it is first learned.
Don't try to recite too much information at once. Depending on the number of pages covered, this might be
all of the information in one major heading or even one subheading. A whole book chapter or document
section is usually too large a unit for recitation purposes.
REVIEW
When you have finished studying a block of material, such as a book chapter or document section, you
should review or reconsider what you have learned. This can be done through reciting or through
answering specific questions. The point is that you should go back over material once you think it has been
learned.
The second form of review is done just before beginning a new study session. In this form of review, you
are actually preparing yourself for new learning by strengthening old learning. This helps to ensure that any
old learning that is needed as a basis for new learning is correct and available.
The final form of review is done before a test. This review can be done quite effectively in a group with
other test takers. This cuts down on some of the drudgery of pre-test studying and also increases the
meaning of much of the information. That is, while you are taking the test, you can more easily remember
the information if you think back to who said what and how the review conversation went.
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*************************************************************************************************************************
In summary, the SQ3R method of study is based on sound learning principles and gives you a simple
formula to follow:
SURVEY

skim the reading material and create manageable chunks to study

QUESTION

develop a purpose for reading by asking questions that you expect to have answered
in the reading material

READ

read and re-read the material until you understand it thoroughly

RECITE

write down or talk about what you just learned to improve retention and integrate new
information into your knowledge base

REVIEW

look over highlighted text and notes and integrate new information with old
information

*************************************************************************************************************************
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II. General Multiple-Choice Test-Taking Strategies:
The purpose of the multiple-choice Written Technical Knowledge Test is to assess your knowledge of the
information contained in the reference sources included on the reading list. At times, factors other than your
knowledge of the tested material can influence your performance. The following suggestions should help
you to reduce these extraneous influences and do your best on the multiple-choice Written Technical
Knowledge Test:
Make sure you understand the test format and requirements.
Read, and/or listen to, all of the directions carefully.
Make sure you know how to correctly mark the answer sheet.
Make sure you know how much time you have to complete the Written Technical Knowledge Test.
As you take the test, check your watch periodically so that you can keep track of the amount of time
remaining in the testing period.
Make sure you understand the question.
Read each question carefully.
Try to answer the question before you look at the choices. If you know the answer, compare
it to the available choices and pick the closest alternative. A thorough knowledge of the
tested material will allow you to answer the questions without looking at the answer choices.
You will be allowed to write in your test booklet so you should mark the test questions and/or
scenarios in a way that makes them read more easily.
Use slash marks to break down sentences into small segments. This will make you more
attentive to each separate idea in a long sentence.
Circle key words that tell what a sentence or passage is all about. If you skip the question
and come back to it later, your markings can make it easier to remember what the question
was about, without reading the full question or passage again.
Find and underline words which "harden" or "soften" statements.
Words such as all, never, none and every harden a sentence by indicating there are no
exceptions. As a rule, alternatives with these words have less chance of being correct.
Words such as sometimes, may, generally and possibly soften a statement and leave more
room for the alternative to be correct.
AND means that one element of the alternative must be present or true in addition to another
element for the alternative to be correct.
OR means there is a choice of situations. Only one of the elements of the alternative must
be present or true for it to be a correct alternative.
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Proceed through the questions strategically.
Answer questions that you perceive as easy first.
When you go through each question on the test, answer the questions you feel are easier
first and leave the ones you feel are more difficult until you've answered all of the questions
that you are sure of. This will prevent you from spending too much time on any one question
and ensure that you have the time to respond to, and receive credit for, every question that
you can answer correctly. If you are unsure of an answer, there are two strategies you can
use. You can leave the question blank. Make sure to mark the question as one you should
return to and skip the question on the answer sheet. A second strategy is to go with the first
answer that comes to mind. Mark this question and return to it later. Don't be afraid to
change this answer if, when you return to it, you realize you have misunderstood the
question. If, after returning and thinking about the question in more depth, you are still
unsure of the answer, stay with your first answer.
Tackle difficult questions methodically.
Don't get bogged down if there is a word or sentence you do not understand. You may get
the main idea without knowing the individual word or the individual sentence.
Use the process of elimination.
If you don't know the answer to a question, first eliminate those choices which are clearly
wrong. Then, put a mark next to each remaining choice in your test booklet to indicate what
you think about it (e.g., bad, good, or possible). This will save you time by reducing the
number of answers you have to reread and re-evaluate before making your final choice.
Take a mental break when needed.
If you feel that your ability to concentrate is decreasing at points during the test, take a brief
mental break. Put down your pencil and take a minute to clear your mind and relax. If you
are permitted to get a drink of water, do so. Of course, you must keep in mind the time limit
for the test but a brief mental break may well be worth the time it takes.
Answer every question.
You will not lose any more credit for an incorrect response than you will for no response, so
even if you must guess, respond to every question. If the test period is about to end and you
believe there will be a substantial number of questions (e.g., more than 5 or 10) that you will
not be able to complete, reserve some time (e.g., 60 seconds) toward the very end of the test
period to respond to these questions, even if you must guess. While your guesses may not
be correct, the alternative is to leave these questions blank and be assured of getting them
wrong.
Use extra time wisely.
If you finish the test before time is called, go back and review your responses. Make any changes
that are necessary. Also make sure that you have placed your answers on the answer sheet
correctly.
Remember, Test Monitors will be available to help every candidate. If you have any questions, ask
for assistance before the test begins.
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III. Error Analysis:
There are several possible reasons for choosing an incorrect response to a question. Six of these reasons
are presented below along with suggestions for avoiding such errors. Consider past tests that you have
taken and identify the errors (from among the six provided here) that tend to characterize your test-taking
behavior. Once you have identified the reasons for your errors, you can take steps to avoid repeating such
errors when answering questions on this and future tests.

Reasons for Choosing Incorrect Answers
Marking the wrong space on the answer sheet.
Since there are a limited number of questions on each test, careless errors such as these are costly.
Check yourself as you mark each answer choice on the answer sheet to ensure you are marking the
answer you have chosen. As an additional check, after you complete the test, go back over every
question and answer again.
Misreading a question or answer by overlooking a key word or phrase.
The solution to this problem is UNDERLINING. Underlining makes key words and phrases stand
out when choosing an answer. Once you have underlined the key words and phrases, check the
details of the possible answers with the details you underlined, one-by-one. If every detail doesn't
match, consider that answer suspect and try another, always keeping in mind you're looking for the
best possible answer.
Not knowing the meaning of one or more key terms.
This could be a problem in PREPARATION and/or VOCABULARY. In your study materials,
underline key terms and make sure you know what they mean. If an unfamiliar term is a technical
term, it most likely will be defined within the relevant document. If an unfamiliar term is not a
technical term, go to a dictionary and look it up. It is a good idea to build your own glossary of terms
and learn their meanings.
When taking the examinations, if you have difficulty with a term, reread the sentence to determine its
meaning without worrying about the meaning of a particular word. Try to understand the general
message of the sentence or paragraph. The meaning of the unfamiliar word should become clearer
once you understand the general context within which it has been placed.
Difficulty understanding complex or difficult questions.
Divide and conquer! Use slash marks to break up the material into small segments, then
concentrate on one segment at a time. When you do go back to difficult questions, first read the
possible answers before reading the question. This tells you what to concentrate on while reading
the question. Concentrate on the parts of the question directly related to the possible answers even
if you do not understand the entire question. You may not need to understand the entire question to
find the correct answer. Also, focus on the topic sentences which are usually the first and last
sentences of a question. Read the difficult questions twice. The first time, read for the general
meaning and do not get bogged down by individual words or phrases you do not understand. The
second time, read for more precise understanding. The first reading will provide the context so that
the second reading is easier.
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Difficulty comparing combinations of information.
This is a problem of re-arranging information in the correct way so that it makes sense. Underline
critical pieces of information in the test question and then compare the information with the possible
answers, point-by-point. Also, concentrate on eliminating wrong answers first.
The alternative you chose looked correct.
Several factors can cause you to fall for incorrect alternatives:
a)

An incorrect alternative may contain an exact phrase from the relevant material (i.e., from the
test scenario or question itself or the study material).

b)

An incorrect alternative may contain a phrase or sentence that is used out of context. For
example, an idea which is expressed but then rejected in the relevant material may be
presented as an idea that was supported.

c)

An incorrect alternative may overstate what the relevant material has stated. For example, if
the relevant material says, "Some incidents...," the incorrect alternative may say, "All
incidents...."

Some strategies for avoiding the tendency to fall for incorrect alternatives include:
a)

Have an answer in mind before you look over the alternatives. This will make you less
susceptible to choosing an incorrect alternative merely because it looks good.

b)

Use the method of marking each alternative in your test booklet to indicate what you think
about it (e.g., bad, good, or possible) before choosing one.

c)

Stick strictly to the facts or rules of the relevant material. Don't fall for alternatives that
stretch or exaggerate the facts or rules described in the relevant material. This is the time to
watch out for words that harden or soften a phrase such as only, never, always, etc.

d)

Be wary of alternatives with words or phrases taken exactly from the relevant material. Don't
simply assume that such alternatives are correct.

e)

Prepare a defense for your answer choice. Find something in the relevant material which will
give a strong, direct defense for your choice.
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Sample Closed-Book Test Items
Some samples of test items are provided on the following pages to give you an idea of what to expect on
the multiple-choice, Written Technical Knowledge Test. The closed-book test item examples are drawn
from reference documents representing a cross-section of police departments and are NOT based
on the current sources or job description of Milwaukee Police Detectives. Nevertheless, these items
are similar in format and content to the types of items that will appear on the upcoming MPD Detective
Written Technical Knowledge Test.
Sample Closed-Book Test Items
These sample items are designed to provide you with an idea of the basic format and content of the
Written Technical Knowledge Test items. Once again, these items were drawn from documents
pertaining to a variety of departments; they do not come from current sources identified on the
Detective Reading List. Therefore, these items may not be consistent with the documents relevant
to your particular agency. These items will not be used on the upcoming test and are only meant to
demonstrate what the actual test items will look like.

The sample items are followed by an answer key.

I.
1.

Sample Closed-Book Test Items
Officers may resort to the lawful use of firearms when they reasonably believe that it is necessary to:
A. defend themselves against physical force.
B. defend a third person against physical force.
C. prevent the escape from custody of a person attempting to escape by the use of a deadly
weapon.
D. prevent the escape from custody of a person who has committed a felony, whether or not it
involved the use of a deadly weapon.

2.

It is important to understand that canine teams are valuable in assisting with:
A.
B.
C.
D.

3.

controlling crowds.
searching for narcotics.
searching for suspicious packages.
tracking suspects.

A person who causes another’s death as a proximate result of attempting to commit a misdemeanor
is guilty of:
A.
B.
C.
D.

Negligent Homicide, a misdemeanor of the first degree.
Involuntary Manslaughter, an aggravated felony of the first degree.
Involuntary Manslaughter, an aggravated felony of the third degree.
Voluntary Manslaughter, an aggravated felony of the first degree.
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4.

When weighing the issues of probable cause in domestic violence incidents, officers should keep in
mind that:
A. the standards for determining probable cause in these cases are more stringent than in other
criminal actions.
B. in the absence of contradictory evidence, the victim’s willingness to sign a complaint constitutes
probable cause for an arrest.
C. in cases of marital co-ownership, charges can be placed solely for property destruction only
when damage to the victim’s property exceeds 500 Dollars.
D. in cases of mutual combat in which one cannot determine the primary aggressor, it is preferable
not to charge either party than to charge both.

5.

If after a suspect in custody has been given Miranda Warnings, the suspect elects to remain silent
and does not wish to consult with an attorney, officers may:
A. only re-approach the suspect if the suspect initiates further communication.
B. re-approach the suspect after waiting a reasonable period of time and re-advising the suspect of
his/her Miranda Warnings.
C. not initiate any further contact with the suspect.
D. not initiate any further contact with the suspect until the suspect has had an opportunity to confer
with an attorney.

6.

An officer uses Oleoresin Capsicum (OC) spray to control a subject who is resisting arrest in a
carjacking incident. Once the subject has been controlled and properly handcuffed, the most
appropriate action the officer should take to help the subject recover would be to:
A.
B.
C.
D.

7.

A person is guilty of Aggravated Robbery when, in the course of committing a theft, the person:
A.
B.
C.
D.

II.

transport the subject to a hospital emergency room.
permit the subject to flush his or her face with water, keeping his or her eyes closed at all times.
move the subject from the place of exposure to a location where direct sunlight is available.
move the subject from the place of exposure to fresh air and out of direct sunlight.

uses force against another.
threatens the immediate use of force against another.
threatens the immediate use of force against a juvenile victim.
attempts to inflict serious physical harm on an adult victim.

Suggested Responses to Sample Closed-Book Test Items

Remember, because they are based on sources from multiple jurisdictions, the following correct responses
to the example items do not necessarily reflect the MPD documents, policies and procedures.
Sample Closed Book Test Items:
1.
2.
3.
4.
5.
6.
7.

C
D
C
B
B
D
D
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CONCLUSION
This is the end of the Candidate Preparation Guide for the Written Technical Knowledge
Test. We hope that this Guide gives you a better picture of what to expect in this
component of the examination process (including the logistics and evaluation procedures),
and provides you with some suggestions for preparation. The suggestions provided here
are not exhaustive; we encourage you to engage in additional preparation strategies that
you believe will enhance your chances of performing effectively on the test.

BEST OF LUCK!
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INTRODUCTION
Congratulations on completing the first component of the 2015 Lieutenant Promotion Examination Process, the
Lieutenant Written Technical Knowledge Test! Next, you will participate in the Oral Board Examination and
Career Review Board. More detailed information regarding the final test components is presented within this
Preparation Guide.
As indicated previously in the Candidate Preparation Guide for the Written Technical Knowledge Test,
candidates will participate in a promotion process consisting of three test components and seniority points. Each
component of the process will be weighted as follows:

Test Component
Component 1: Written Technical Knowledge Test (Closed and
Open-Book)
Component 2: Oral Board Examination (consists of 2 exercises)

Lieutenant Test
Weights
25%
35%

Component 3: Career Review Board

35%

Seniority Points

5%

The examinations have been designed on the basis of information obtained from a job analysis conducted with
incumbent Lieutenants in the Milwaukee Police Department (MPD). The job analysis provided descriptions of the
duties performed by incumbents and identified the knowledge and competencies (abilities and personal
characteristics) required to perform these duties effectively. The separation of the examination into multiple
components is intended to more closely mirror the actual requirements of the job. All candidates who have
participated in the Written Technical Knowledge Test are eligible to participate in the Oral Board Examination
and Career Review Board. Candidates must complete all components of the promotion examination to remain
eligible in the promotion process.
This Guide is being distributed to assist candidates in preparing for the Oral Board Examination and Career Review
Board. We are providing this information in recognition of the fact that a considerable amount of the concern
associated with participation in examinations is related to the novelty of the procedures that candidates encounter.
This Guide is divided into three sections to cover general exam information and information related to each of the
remaining two test components – the Oral Board Examination and the Career Review Board. Each of these sections
provides information about:
* test content;
* administrative logistics; and
* evaluation methods.
The sections covering the Oral Board Examination and Career Review Board also include suggested preparation
strategies and sample exercises (scenarios and questions).
From the information presented in this Guide, candidates should get a good feel for the testing situations, the types of
scenarios and questions they will encounter and some steps they can take to prepare.
We encourage candidates to review this Guide carefully and to take advantage of any and all opportunities to prepare
for the Oral Board Examination and Career Review Board.
GOOD LUCK!
NOTE: In this Guide, an effort has been made to provide as much information as is available at this time about the
intended format, content, logistics, and evaluation methods of the Oral Board Examination and Career Review Board.
However, it is possible that minor alterations may be made in the examination procedures between the time this Guide
is distributed and the examination administration. We will work with the Milwaukee Fire and Police Commission (FPC)
to provide you with any updates that may be required.
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GENERAL EXAMINATION INFORMATION
A.

Date, Time, and Location: The Oral Board Examination and Career Review Board will be
administered from June 1 through June 5 at the Community High School – 3rd Floor. Candidates will
be individually notified via email regarding the date and time they should report to the test site to
participate in the Oral Board Examination and Career Review Board.

B.

General Administrative Logistics: Candidates should ensure that they arrive at the test site on
the correct day and time as indicated in the e-mail the Fire and Police Commission will send to each
individual candidate. Upon arrival, each candidate will check in and receive some general
instructions. After check-in is complete, candidates will be given a detailed written description of
each exercise and will prepare their responses in a special preparation area where they will not be
observed by the assessors.
Candidates may bring only the following materials into the preparation area and assessor
boardrooms:




Any materials provided and prepared at the test site (i.e., candidate instructions, exercise
scenarios, notes taken during the preparation period)
Personal copy of the Fact Sheet
Any Oral Résumé Presentation notes prepared in advance of reporting to the test site

Any violation of these guidelines may be cause for disqualification from eligibility for promotion.
Candidates will be permitted to take notes on the exercise materials or on notepaper provided during
the preparation period and may use these notes while participating in the actual exercises.
Candidates will also be permitted to take notes during each exercise. Candidates should be aware,
however, that any notes prepared or used during the exercises will not be considered by the
assessors when making their evaluations. Nevertheless, any notes pertaining to the exercises will
be collected and secured following each candidate's participation to ensure those notes cannot be
made available to candidates who have not yet participated in the Oral Board Examination and
Career Review Board. This includes collecting and securing any notes related to the Career Review
Board, including any Oral Résumé Presentation notes and Fact Sheet.
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Candidates will have 35 minutes to prepare for the two Oral Board Exercises. Candidates will be
provided with a detailed written description of both Oral Board Exercises during the 35-minute
preparation period. Candidates will have access to the Subordinate Performance Exercise for the
entire preparation period. In contrast, the Incident Command Exercise will be given to candidates
with 10 minutes remaining in the 35-minute preparation period. Candidates will need to prepare a
specific response to each of these exercises during the preparation period, based on the
documentation provided.
After the preparation period has concluded, candidates are likely to participate in the exercises in the
following order:
1) Incident Command Exercise,
2) Subordinate Performance Exercise, and
3) Career Review Board.
Notification will be provided if the order of participation in the exercises changes.
After completion of the Incident Command Exercise, candidates will be given a brief break of
approximately five (5) minutes to use the restroom, get a drink of water, and/or conduct any final
preparation for the Subordinate Performance Exercise. After completion of the Subordinate
Performance Exercise, candidates will be given another break, prior to participating in the Career
Review Board, of approximately five (5) minutes for the same purpose. After the 5-minute break,
candidates will enter the Career Review Board room to complete the Career Review Board Exercise.
Assessors will have reviewed each candidate’s Fact Sheet before the candidate enters the assessor
board room. Once candidates have completed the Career Review Board, they will be directed to a
check out area where they will check out and then be free to leave.
While participating in the exercises, the administrator and assessors will provide instructions and
answer any procedural questions that may be raised before each exercise begins. Candidates will
be told when (and how) to begin each exercise; they will be told to stop ONLY if (and when) they
reach the time limit for responding. Otherwise, it will be the responsibility of each candidate to work
within the specified time frame and to indicate when his or her response is complete. Candidates
may bring authorized timekeeping devices (i.e., stopwatch, timer) into each exercise to keep
track of time. Candidates will NOT be permitted to use a cell phone or any other electronic
communication device to keep track of time.
Once each exercise begins, no interaction will occur with assessors other than that which is required
as part of each exercise. Specifically, during the Incident Command Exercise, assessors will not
comment except to present the candidate with an Incident update to which the candidate will be
asked to respond. In addition, during the Subordinate Performance Exercise, only the designated
role-player(s) will interact with each candidate. Candidates will be permitted to make comments and
ask questions of the role-player(s). Likewise, the role-player(s) will make comments and respond to
questions raised by the candidate. Again, no communication will occur with the non role-playing
assessor(s) during this exercise. Finally, during the Career Review Board, assessors will not
comment except to ask any follow-up and/or standardized questions to which the candidate will be
asked to respond.
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C.

Evaluation: Candidates will be evaluated on a different series of assessment competencies for
each component of the examination. Assessors will rate candidates on each set of competencies
using a 9-point scale where 9 is high and 1 is low. After completing their ratings, assessors will
jointly prepare feedback to describe the areas of strength and needed improvement displayed by the
candidate in that exercise. For each Oral Board Exercise and the Career Review Board, the three
assessors will jointly complete feedback through consensus discussion. No ratings will be modified
once the feedback discussion begins.

D.

Scoring: To derive candidates’ Overall Promotion scores, the scores from the Written Technical
Knowledge Test, Oral Board Exercises, Career Review Board and points given from the Seniority
Point system will be standardized, weighted by their assigned weights, and added together.
Standardization is used when the elements of a promotion process are of different lengths (i.e., have
a different number of questions/points), have different average scores/points, and/or have
differences in standard deviations (i.e., the spread or range of scores/points). By standardizing the
scores/points, the elements of the promotion process are placed onto the same measurement scale
so that they can be added together and assigned weights as intended. This is accomplished by
looking at how far a particular value (i.e., test score/seniority points) deviates from the average value
for that promotion process element (either above or below) and dividing by the standard deviation for
that element. Although this sounds complicated, it is a procedure that is used quite frequently and is
well accepted in the testing field. Tests such as the SAT use a type of standardized score.

Seniority Points
Seniority points will be given to each candidate for actual service from the date of appointment as a Police
Officer up to a maximum of 15 years. Each applicant will be eligible for a maximum of 30 points.

The following chart presents the number of seniority points associated with specific completed years of
service as of 2/25/2015:

Completed Years
of Service
as of 2/25/2015
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
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per year
2.5
2.5
2.5
2.5
2.5
2
2
2
2
2
1.5
1.5
1.5
1.5
1.5
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E.

Feedback to Candidates: Candidates will be provided with a report describing their performance
on the Written Technical Knowledge Test, Oral Board Examination, and Career Review Board after
the eligibility lists are delivered. In addition to their scores on each component of the promotion
examination process, candidates will receive feedback regarding the strengths and areas of needed
improvement displayed during the Oral Board Examination and Career Review Board. Candidates
will also receive some developmental recommendations based on the framework of competencies
assessed during the Oral Board Examination.

The Sections that follow cover the unique aspects of the Oral Board Examination and Career Review
Board in more detail. For each of the two examination components, more specific information
regarding the content, logistics, evaluation, and suggested preparation strategies is presented. In
addition, illustrative samples of scenarios and questions are presented along with some suggested
responses.
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ORAL BOARD EXAMINATION
I. Description of Oral Board Examination
A.

Content: Candidates will be presented with two exercises designed to elicit behaviors pertaining to
the competency areas outlined in this Guide. Since the Oral Board Examination will be conducted
over several days, parallel or alternate forms of each exercise will be used. While every version of
each exercise will involve the same type of problem situation, the specific details of the situation will
vary across the different versions.
Candidates will be given 35 minutes to review materials and prepare their responses to the two
exercises. Candidates will then be given 15 minutes to orally present each exercise response to a
board of three assessors. A different board of assessors will be assigned to observe and evaluate
each of the two exercises. After the completion of the preparation time and between exercises,
candidates will be given a brief break to proceed to each assessor boardroom and get ready for the
upcoming exercise.
Candidates' oral responses will be rated with respect to the competencies that the exercise is
designed to reflect. Any problem situation presented to candidates will specify the form in which
candidates are to respond.
A brief explanation of each type of Oral Board Exercise is presented below. The order in which the
exercises are listed is likely to be the order of participation during the Oral Board Examination.
Notification will be provided if any changes are made in exercise order. In both cases, candidates
will be instructed to assume the role of a newly promoted Lieutenant.
1.

Incident Command: This exercise will simulate the kinds of activities involved in responding to,
and taking command of, an incident scene. This exercise is designed to be a formal
presentation, not an interactive role-play. The exercise will start with an initial description of the
incident which you will NOT receive until 10 minutes prior to the conclusion of the 35-minute
preparation period. You will be given a maximum of 7 minutes within which to provide your
response to the initial incident description. Once you have completed your response to the initial
incident description or 7 minutes have passed -- whichever comes first, you will be presented
with an update that may affect your assessment of the incident. You will then have the
remaining exercise time to read, think about, and respond to this update. Your response to the
initial incident description and update must be completed within the 15 minutes allotted for this
exercise. Candidates will be given some general parameters within which to frame their
responses. A flipchart and podium may be available for candidates' optional use during this
exercise. Parallel or alternate versions of this exercise will be used during the Oral Board testing
period.

2.

Subordinate Performance: This exercise requires candidates to conduct a face-to-face
meeting with one or more individuals regarding subordinate performance problems and/or
disciplinary issues. For this exercise, one or more Oral Board assessors will play a specific role
(e.g., subordinate, peer, superior) and interact with the candidate in a relatively informal manner.
This exercise is designed to be an interactive role-play, not a formal presentation. Candidates
will have 15 minutes to conduct this exercise. As with the Incident Command Exercise, parallel
or alternate versions of this exercise also will be used.
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B.

Administrative Logistics: Candidates will be provided with all of the materials they need to
prepare for and conduct each Oral Board Exercise when they report to the test site. The ONLY
documents that candidates MAY bring with them to the test site are related to the Career
Review Board and are described in the section of this Guide devoted to that examination
component. Candidates will NOT be permitted to bring any other materials to the test site.
Furthermore, no electronic communication equipment will be allowed at the test site, including
pagers, tablets, cell phones, laptops, etc.
Any critical reference documents pertaining to the Oral Board Exercises will be made available to
candidates at the test site but ONLY in the preparation room. However, candidates should keep in
mind that the Oral Board simulation exercises are designed to allow for the assessment of
competencies underlying effective job performance and that technical knowledge is NOT the primary
focus. Therefore, candidates must balance any time spent with any reference documents that are
made available during the preparation period with the time needed to prepare for the exercises to
the best of their ability. Since the exercises will involve an incident situation and subordinate
performance issues, candidates are advised to review any critical reference materials related to
incident operations and dealing with performance problems prior to reporting to the test site, so that
more time can be devoted to thinking about and preparing a response to each Oral Board Exercise
during the preparation period.
For the Incident Command and Subordinate Performance Exercises, candidates may only bring
materials provided and prepared at the test site (i.e., exercise scenario, notes taken during the
preparation period) into the assessor board rooms. The reference documents may only be used
while in the preparation room and must remain in that room at all times. Candidates' materials
will be inspected at the test site, prior to entering the preparation area and assessor board rooms, to
ensure that any materials brought into these rooms conform to these guidelines. Any violation of
these guidelines may be cause for disqualification from the promotion process.
Please note that there are separate guidelines related to the Career Review Board materials
allowed. These guidelines are found starting on page 30, General Description of Career
Review Board.

C.

Evaluation: Three-member assessor panels will be trained by EB Jacobs to evaluate candidate
performance in each Oral Board Exercise. The three Oral Board assessors may be a combination
of sworn officers from agencies outside the Milwaukee Police Department as well as sworn officers
from within the Milwaukee Police Department. Oral Board assessors will participate in extensive
training. During this training session, external assessors will become familiar with the job duties and
responsibilities of MPD Lieutenants. All assessors will review the exercises and be trained to
observe, record, and evaluate candidate behaviors with respect to the assessment competencies.
Finally, assessors will practice evaluating candidate behavior by participating in "mock" Oral Board
assessment exercises.
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D.

Assessment Competencies/Dimensions: The Oral Board exercises are designed to assess
competencies found to be critical to effective job performance in the context of typical situations
encountered by MPD Lieutenants. Based on our assessment of the MPD Lieutenant position, the
following critical competencies will be assessed during the Oral Board Examination:
1. Oral Communication: This dimension involves speaking fluently by expressing ideas and opinions
in a clear, concise, and organized manner. This dimension also involves the ability to promote
and/or defend ideas by providing supporting information and presenting thoughts in a convincing
and logical manner.
2. Interpersonal Interactions: This dimension involves establishing constructive working relationships
with others. This includes demonstrating consideration and respect for others’ feelings, needs,
views, and contributions while maintaining the necessary balance to ensure that objectives continue
to be met. This also includes the ability to foster a cooperative team environment,
negotiate/reconcile conflict among others, and provide guidance and development opportunities to
facilitate performance improvement.
3. Analyzing and Deciding: This dimension involves selecting an appropriate and timely course of
action by seeking out and analyzing information from various sources, evaluating the importance
and relevance of information, and considering alternative approaches and their implications, both in
routine situations as well as unusual situations where more traditional solutions may not apply.
4. Managing Activities: This dimension involves establishing goals, planning activities, and identifying
and directing resources in an efficient and effective manner in order to achieve objectives. This
includes developing strategies for accomplishing goals that include contingencies for anticipated
obstacles, allocating authority and responsibility based on personnel capabilities and priorities, clearly
explaining assigned tasks and performance expectations, and monitoring/measuring progress toward
goals.

The matrix below identifies which competency areas will be evaluated in each Oral Board Exercise.
EXERCISES
Incident
Command

Subordinate
Performance

Oral Board
Average

X

X

X

N/A*

X

X

Analyzing and Deciding

X

X

X

Managing Activities

X

X

X

Competencies
Oral Communication
Interpersonal Interactions

*Interpersonal Interactions will
NOT be assessed in the
Incident Command Exercise.

Oral Board
Total

A total score will be derived for the Oral Board Examination by computing average competency
scores across the two Oral Board Exercises and adding those average competency scores together.
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II. Oral Board Preparation Strategies
A.

General Oral Board Test-Taking Suggestions:

The purpose of the Oral Board is to evaluate the assessment competencies required to perform certain
work-related tasks. Because we want to evaluate these competencies as directly as possible, without
having inexperience with tests of this format interfere, we are offering the following general test-taking
suggestions.
Skim through all exercise materials at least once before starting to prepare your response.
You should carefully read through the instructions and exercise materials before starting to prepare your
response. If you don't, you may respond based on partial information.
Underline or make notes about the materials that you receive.
You will receive information concerning the scenario or problem. You should underline the issues that you
think are important so that you can address them during the exercise.
Allocate your time wisely.
You will need to plan out how much time you want to spend on each area of your presentation, or on the
issues that you want to discuss and resolve. You should keep track of the time so that you can cover all of
the areas you intended to cover. You should wear a watch or have an authorized time keeping device to
keep track of your time. The assessors will only tell you when to start and stop (if you reach the time limit);
they will not tell you how much time you have left.
Keep calm if you do not know how to approach a problem or situation.
Address those aspects of the situation with which you feel comfortable first, then ease into other areas.
You may think of additional questions to ask or comments to make as the situation progresses.
Use extra time wisely.
You may want to use the extra time to go back and clarify any responses that you think may not have been
clearly stated, or to summarize the key points addressed.

B.

Competency-Specific Oral Board Preparation Strategies:

This section is organized around the four competency areas that will provide the framework for the
observation, recording, and evaluation of your performance during each Oral Board exercise. For each
area, we identify the behaviors or elements that provide the focus for evaluations and describe how you can
incorporate these elements into your response. An example of relevance to a prototypical Oral Board
exercise also is provided to help you better understand how each area and its elements pertains to the
exercise. Finally, for each area, we provide a list of self-inventory questions that you can ask to assess your
past behavior/performance on the job, and to help you prepare for the Oral Board Examination.
Again, technical knowledge of procedures, policies, rules and regulations will not be emphasized in this
examination. Primary focus will be placed on the competency areas to be assessed. However, keep in
mind that the competencies involve such things as analyzing information, considering alternative
approaches and their implications, identifying and directing resources, and monitoring and measuring
progress toward objectives. When these competencies are applied to resolve a situation or problem, it is
with a basic foundation and understanding of applicable policies and technical procedures. Nevertheless,
the majority of your preparation efforts should be directed toward the kinds of preparation strategies
described here.
MPD LT Promotion Examination – Candidate Preparation Guide
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1. ORAL COMMUNICATION:
a) Definition: This dimension involves speaking fluently by expressing ideas and opinions in a clear,
concise, and organized manner. This dimension also involves the ability to promote and/or defend
ideas by providing supporting information and presenting thoughts in a convincing and logical
manner.
b) Elements of Definition: The definition of Oral Communication can be broken down into two
general areas: 1) Message Content and 2) Message Delivery.
The elements of each area are presented below.
MESSAGE CONTENT: Clearly conveying your ideas is critical to effective communication. Factors
that can impact your effectiveness in this general area include:
• how you organize information,
• the level of detail you include,
• the conciseness of your message, and
• the use of language that is consistent with and appropriate for your intended audience.
MESSAGE DELIVERY: Communication can be further enhanced with effective delivery
mechanisms including:
• persuasive communication, and
• delivery techniques.
c) Response Strategies for Elements: Response strategies pertaining to each general area and
element of this dimension are presented below in conceptual order.
MESSAGE CONTENT:
RESPONSE ORGANIZATION
When communicating to others, it is more likely that your thoughts and ideas will come across
clearly if you take the time to organize your thoughts in advance. As part of your Oral Board
preparation period, you will be given access to the exercise materials and blank paper to generate
notes. During this time you should create an outline of the topics you plan to address during your
response to the exercise. The use of an outline will allow you to develop a clear strategy for your
response. When creating an outline, it is not necessary that you identify every detail that you will
convey. You should, however, include enough detail so that you are able to cover all critical
elements in your response.
To practice generating outlines, assume that you supervise a subordinate who has been the subject
of several complaints from civilians or internal members. In responding to this performance
problem, you might generate a broad outline consisting of headings such as:
1. Discuss the incidents which led to the complaints.
2. Determine the reason for the complaints.
3. Take steps to prevent future complaints.
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A more specific set of subheadings could then be generated for each of these topics. For example,
"Discuss the incidents which led to the complaints" could be broken down as follows:
1. Discuss the incidents which led to the complaints.
a)
b)
c)
d)
e)
f)

Review the facts of each incident.
Discuss how the subordinate handled each incident.
Discuss what the subordinate did correctly.
Discuss what the subordinate should have done differently.
Identify your expectations for the subordinate.
Identify the consequences if the subordinate fails to show improvement.

You could break these subheadings down still further until you have developed an outline that you
feel comfortable using to guide your response.
MESSAGE CONTENT:
LEVEL OF DETAIL
During your response, you will need to provide sufficient detail to support your rationale for the
actions proposed. Sharing the thought process and rationale behind the proposed actions will help
convey the necessary detail. Remember once you leave the assessment room, you will not be
given an opportunity to provide any clarification to the assessors so you should be sure to provide
sufficient detail while in the assessment room, keeping in mind the time limit for responding.
MESSAGE CONTENT:
CONCISENESS
Wordiness and/or repetition of the same information at different points in your response can obscure
the key points you would like to convey and waste valuable response time. You should present your
response in a concise manner and avoid restating the same information. The outline described
above can be used to increase the likelihood that you are providing unique information at different
points throughout your response.
The exception to the above suggestion is when repetition is used to restate critical information
during an overview or summary, or to provide increased emphasis. You can determine whether a
summary is necessary or possible depending on various factors such as the time remaining in the
exercise, unique information that is left to be covered, etc. Developing a summary in advance
during the preparation period will ensure that you have the option to present a summary if you
choose.
MESSAGE CONTENT:
APPROPRIATENESS FOR INTENDED AUDIENCE
Lastly, you should be careful to present your response in a manner that is appropriate for the
intended audience. You should avoid being overly formal or informal (e.g., use of jargon). Although
assessors will have experience in law enforcement, it is not safe to assume that they will be familiar
with all the intricacies of your agency. For example, agencies often use different terms or acronyms
to describe the same resource. To be safe, use the full name of any resources mentioned rather
than acronyms when providing your response. In addition, you should clarify any suggestions that
may reflect policies or procedures that are unique to your agency.
The sections above addressed factors contributing to the effectiveness of your message content.
The remaining sections will focus on factors contributing to effective message delivery.
MPD LT Promotion Examination – Candidate Preparation Guide
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MESSAGE DELIVERY:
PERSUASIVE COMMUNICATION
Persuasive communication involves convincing others to believe as you do, or to behave as you
would like. This is a critical aspect of communication for a supervisor since supervisors rely on
others to accomplish goals and objectives. Your effectiveness in this area can be impacted by your
ability to “sell” your ideas to your audience. You will need to identify the needs of your audience so
that you can present your ideas in a manner that illustrates the benefits that will be shared by you
and your audience, if they believe or behave as you would like. For instance, you may be faced with
a conflict between two members of your work unit. When discussing the benefits of resolving the
conflict, you should emphasize the importance of cooperation within the work unit to safety in the
field; you can add further emphasis by describing past experiences in which members provided
assistance to one another to reduce safety risks. Keep in mind that you are still responsible for
clarifying the actual steps the members should take to resolve the conflict. These behaviors will be
addressed in the response strategies section for the competency of Managing Activities.
MESSAGE DELIVERY:
DELIVERY TECHNIQUES
When relaying your response, you should speak at an appropriate volume so that all assessors can
clearly hear you. In addition, present your response at an appropriate pace; neither rushing it nor
drawing it out. Although you may use the full time allotted, it is not required in order to perform well,
as the time taken to respond will not be evaluated in isolation. The critical factor is what you do in
the time you use. Some candidates may be able to finish each exercise and do very well with time
left to spare, while others may use the full response period and yet not perform well.
Awkward or distracting mannerisms or actions such as pacing, fidgeting with papers or pens/pencils,
avoiding eye contact, repeated use of “uh” or “um,” and long pauses can distract the assessors from
your key points. These factors compete for assessors’ attention, and as a result, can detract from
the effectiveness of your responses. Making periodic eye contact can help to engage your audience
and can also be used to check that your message is being clearly conveyed.
d) Application of Response Strategies: “The Description of Oral Board Examination” section of this
Preparation Guide contains a description of the content of each exercise. Think about the job duties
of the position for which you are testing. How do the Oral Board exercises relate to the job duties?
Consider examples of relevance to these exercises from your own job experience or based on
observations of your superiors. When considering examples from your job experience, consider the
elements addressed above and ask yourself the following:
When evaluating the content of your response, you should consider whether you:
a)
b)
c)
d)
e)
f)

spoke clearly.
provided information in a logical sequence.
provided sufficient detail.
used simple, precise words.
effectively restated information or summarized to reinforce your message.
presented information in a manner that is appropriate for your audience.

With respect to how you delivered your response, you should consider whether you:
a)
b)
c)
d)
e)

used examples or techniques to persuade your audience.
spoke at an appropriate volume.
spoke at an appropriate pace (neither rushing nor drawing out your response).
avoided displaying distracting mannerisms.
displayed appropriate/sufficient eye contact.
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2. INTERPERSONAL INTERACTIONS:
a) Definition: This dimension involves establishing constructive working relationships with others. This
includes demonstrating consideration and respect for others’ feelings, needs, views, and
contributions while maintaining the necessary balance to ensure that objectives continue to be met.
This also includes the ability to foster a cooperative team environment, negotiate/reconcile conflict
among others, and provide guidance and development opportunities to facilitate performance
improvement.
b) Elements of Definition: The definition of Interpersonal Interactions can be broken down into the
following elements:
 Developing/Maintaining Constructive Relationships
 Considering Others’ Needs/Viewpoints
 Fostering Teamwork/Mediating Conflicts
 Facilitating Performance Improvement

c) Response Strategies for Elements: Response strategies pertaining to each element of this
dimension are presented below in conceptual order.
DEVELOPING/MAINTAINING CONSTRUCTIVE WORKING
RELATIONSHIPS
Developing constructive working relationships is critical to your success as a supervisor because
you rely on others to assist in achieving your goals. The examination components may include
opportunities to establish constructive working relationships with subordinates, peers, supervisors,
or non-department members, such as community groups or civilians. In most instances these
individuals will be experiencing some type of problem. For example, you may be asked to correct
subordinate performance deficiencies or assist a community group in dealing with an increase in
crimes in their neighborhood. Your response to these types of issues should focus on what you can
do to help others deal with the problems they face. For instance, when dealing with a subordinate
displaying performance deficiencies, you could meet with the subordinate to determine why the
subordinate is having performance problems. During this meeting, you should allow the subordinate
to explain his/her actions so that you may gain the insight needed to develop a targeted and
appropriate performance improvement plan.
CONSIDERING OTHERS’ NEEDS/VIEWPOINTS
It is also important that you demonstrate sensitivity and concern for others’ feelings and opinions
when helping them deal with problems. An increase in crimes in a neighborhood can significantly
impact residents’ perceptions of the safety of their neighborhood so your comments and demeanor
should demonstrate that you recognize and understand their fears and concerns. Similarly, when
dealing with subordinate performance problems, you can demonstrate concern for the subordinate
by providing balanced feedback rather than focusing only on negative performance. To the extent
possible, your feedback should include both positive and negative examples of performance.
When you make decisions, it is important that you consult with others who may be affected to
ensure you fully address the situation. Other individuals may have unique information and/or
insights into problems; involving them in the problem solving process will demonstrate your concern
for their feelings and opinions, and increase their commitment to the decisions ultimately made.
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When seeking input from others, it is possible that you may not agree with their perspectives. You
should, however, voice your disagreement in a tactful and respectful manner. For example, a
subordinate who is displaying performance problems may give excuses to explain the poor
performance that you believe are not valid. In this instance, arguing with the subordinate about the
cause of the performance problems will not increase the likelihood that you will achieve your overall
goal of improving performance. Instead, you could focus on getting the subordinate to at least agree
that there is indeed a problem with his/her performance, even if you cannot agree about the cause of
the problem.
In addition to seeking input from others, you should also consider how your actions (or inaction)
affect others. Any action you take as a supervisor does not occur in isolation. For instance if you
ignore the performance problems of your subordinate, the problems displayed by the subordinate
will continue to negatively impact others, potentially contributing to morale problems and conflict
among members of your work unit. On the other hand, actions taken to correct the subordinate
performance problems will likely have a positive impact on the subordinate displaying the
performance problems and those with whom the subordinate works.
Finally, when making decisions, it is important that you keep appropriate individuals informed and
provide regular updates. Appropriate individuals can include supervisors, peers, subordinates, or
anyone impacted by the problem you are facing. If a subordinate’s performance has impacted other
members of the work unit, it may be appropriate to inform your supervisor of the subordinate’s
performance problems, relay your plans to correct the issues, and provide any relevant updates in
the future concerning the subordinate’s progress. Similarly, keeping crime victims informed of
relevant information and updates is a good way to demonstrate concern for their feelings.
FOSTERING TEAMWORK/MEDIATING CONFLICTS
The effectiveness of the work unit will be maximized to the extent that members feel they are part of
a unified team working cooperatively toward a common goal. The supervisor can play a critical role
by inspiring and motivating members toward a common purpose. Focusing the group on shared
goals and objectives will make minor disagreements among members seem less important and will
contribute to the overall effectiveness of the work unit.
There will be times when disagreements among subordinates escalate to the point that they affect
the work unit’s effectiveness and safety, and it becomes necessary for a supervisor to intervene.
Although it is never easy to deal with conflicts among personnel, allowing tensions to fester will
eventually erode relationships and jeopardize the work unit’s long-term effectiveness. In this case,
the supervisor plays a critical role as a neutral mediator, working to ensure conflicting parties
communicate with one another to convey their perspectives, and guiding them toward an acceptable
solution. To the extent that conflicting parties perceive that they have provided input to the solution,
they will be more likely to accept and abide by that solution.
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FACILITATING PERFORMANCE IMPROVEMENT
As a supervisor, you are responsible for facilitating performance improvement among your
subordinates by helping them develop the skills and abilities needed to perform their jobs. This
includes areas of deficiency where they need to improve, as well as areas of strength that can be
further enhanced. Strategies may include offering remedial training for areas of deficiency or
coaching the subordinate to improve/enhance the subordinate’s performance. When coaching
subordinates, you should work together to identify performance problems/goals, set performance
expectations and develop a plan to improve/enhance performance. Performance expectations
should be specific, measurable and achievable so that subordinates can monitor their own progress.
Involving the subordinate in this process will help ensure the expectations are perceived as
reasonable and attainable. As the subordinate implements the performance improvement plan, you
should be sure to acknowledge both successes and failures through timely feedback. Feedback
should be descriptive rather than evaluative, and specific rather than general. Remember, your role
as a coach occurs in an advisory capacity and you are guiding your subordinates through the steps
toward performance improvement. You should, however, be sure to consider the needs of the
subordinate as well as the organization to ensure organizational goals continue to be met. Lastly, in
addition to providing coaching directly to the subordinate, you should involve other resources, both
inside and outside the department that may help the subordinate to develop.
d) Application of Response Strategies: “The Description of Oral Board Examination” section of this
Preparation Guide contains a description of the content of each component. Think about the job
duties of the position for which you are testing. How do the examination components relate to the
job duties? Consider examples of relevance to these examination components from your own job
experience or based on observations of your superiors. When considering examples from your job
experience, consider the elements addressed above and ask yourself the following questions:
1)
2)
3)
4)
5)
6)
7)
8)
9)

What did I do to develop/maintain constructive working relationships with others?
What did I do to help others resolve problems?
How did I demonstrate sensitivity and concern for others’ feelings?
What did I do to allow for and consider input from others?
How did I voice my disagreements with the perspectives of others in a tactful manner?
How did I recognize how actions taken by one individual can impact others?
What did I do to keep appropriate individuals informed of relevant information and updates?
What did I do to mediate conflicts?
What did I do to develop the capabilities of my subordinate personnel?
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3. ANALYZING AND DECIDING:
a) Definition: This dimension involves selecting an appropriate and timely course of action by seeking
out and analyzing information from various sources, evaluating the importance and relevance of
information, and considering alternative approaches and their implications, both in routine situations
as well as unusual situations where more traditional solutions may not apply.
b) Elements of Definition: The definition of Analyzing and Deciding can be broken down into the
following elements:





Evaluating the Importance and Relevance of Information
Seeking out and Analyzing Information from Various Sources
Considering Alternative Approaches
Selecting an Appropriate and Timely Course of Action

c) Response Strategies for Elements: Response strategies pertaining to each element of this
dimension are presented below in conceptual order.
EVALUATING THE IMPORTANCE AND RELEVANCE OF INFORMATION
This competency is first used when you are reviewing the exercise materials. You should identify
any key information or issues in the exercise materials that will impact your approach to the
situation. For example, you may encounter a subordinate who has a quick temper when interacting
with others (superiors, coworkers, peers or civilians), causing them to avoid working with this
subordinate whenever possible. Identifying the issue helps define the focus of your response and
approach to be taken when addressing the subordinate’s quick temper and helping to restore the
subordinate’s relationships with others.
Once key information or issues have been identified, you should clearly convey during your
response that you fully understand the information presented and its relevance to resolving the issue
at hand. Some suggestions for conveying your understanding of the information presented include:
1) summarizing the critical details at the beginning of your response, taking care to be concise
to ensure that you reserve sufficient time to describe how you will address the problem.
2) incorporating and addressing the relevant details as they become most relevant to your
discussion of the problem, while ensuring that you cover all relevant information.
SEEKING OUT AND ANALYZING INFORMATION FROM VARIOUS SOURCES
Identifying key issues during your review of the exercise materials will help you identify gaps in
information. As with any real world situation, the exercise materials will present you with a finite
amount of information and you will need to determine what, if any, additional information is needed
to gain a complete and accurate understanding of the situation. It is often more difficult to recognize
when information is missing or omitted than it is to critically evaluate information that is presented to
you, but such information can be essential to effectively resolving a situation. For example, when
faced with a vehicle accident involving a tanker truck carrying an unknown liquid, it will be critical to
identify the unknown liquid in order to determine the safety procedures to be implemented at the
crash scene.
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Identifying missing or omitted information is just the first step in the information gathering process.
The next step involves determining how you will obtain the missing information. Using the same
tanker truck accident example, the unknown liquid could be identified by speaking to the driver (if
accessible), contacting the shipping company, or referring to the shipping papers, if it is safe to gain
access to the truck. Similarly, if you were to gather information to correct the performance problems
of your quick-tempered subordinate, you could speak directly with the problem subordinate, speak
with the subordinate’s previous supervisor(s), and/or review the problem subordinate’s personnel file
(including past performance evaluations) to gain a more complete picture of the subordinate’s
performance and current problems. The last step in the information gathering process is to adjust
your initial plans as needed to incorporate any new information gathered.
Gathering missing information will help you identify the relationships among the various pieces of
information provided and determine the root cause of problems. In dealing with the quick-tempered
subordinate, you may discover that the subordinate’s demeanor has changed only recently around
the same time that the subordinate responded to a traumatic incident scene. In this situation, it is
possible that the subordinate is having trouble coping with what occurred at the incident scene and
the coping difficulty could be the cause of the quick temper. Gathering additional information helped
you identify when the change in demeanor occurred and the potential cause of the change.
You may identify several pieces of missing information and need to rely on multiple sources to
obtain the missing information. The effectiveness of your ability to analyze information will be
impacted by the quality of the information you obtain. For example, you may receive information
from a subordinate regarding a performance problem with another subordinate. Rather than
assuming the information from this single source is accurate, a safer approach would be to verify the
accuracy of the information with another source before confronting your subordinate with the
performance problems.
CONSIDERING ALTERNATIVE APPROACHES
Once you have gained a complete understanding of the situation by carefully reviewing the exercise
materials and identifying additional information that you would seek out, the next step involves
generating potential solutions to address the key issues of concern. Not all solutions will be equally
effective so you need to evaluate each potential solution to determine which solution best resolves
the situation. To ensure that you are making relevant comparisons, the same criteria should be
applied to evaluate all potential solutions.
These criteria could include:







the number of resources required
the likelihood that those impacted by the solution will be willing to accept the solution
the amount of time needed for implementation
the risks involved
the benefits involved
the practicality of implementing the solution

Although you may not normally verbalize your thought process when making decisions, in the Oral
Board setting, it may be beneficial to “think aloud,” that is, to convey the various solutions you
considered and your evaluation process so that the assessors can take that information into account
when evaluating the effectiveness of this element of Analyzing and Deciding.
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SELECTING AN APPROPRIATE AND TIMELY COURSE OF ACTION
Decisions should be made in a timely manner to ensure the problem does not escalate. Making
timely decisions requires that you determine how much time you will devote to the analytical process
before committing to a decision. To assist in making a timely decision, you should focus on
identifying and collecting the information that is essential to gaining a complete and accurate
understanding of the key issues presented. There may be additional information that may help
bolster your chosen solution but that may not be important enough to risk any delay in
implementation.
Effective decision-making also depends on the manner in which decisions are made. You should
take responsibility for decision-making and arrive at your solutions in a decisive manner. Once
implemented, you should avoid second-guessing yourself unless new information comes to light to
strongly suggest that you need to revisit your original solution. For example, you may suggest that
the subordinate who displays a quick temper visit employee assistance to discuss the traumatic
incident. If, after some time, the subordinate is not displaying sufficient improvement, you may
decide to re-evaluate your original solution.
d)

Application of Response Strategies: “The Description of Oral Board Examination” section of this
Preparation Guide contains a description of the content of the oral board exercise. Think about the
job duties of the position for which you are testing. How does the oral board exercise relate to the
job duties? Consider examples of relevance to the exercise and job duties from your own job
experience or based on observations of your superiors. When considering examples from your job
experience, consider the elements addressed above and ask yourself the following questions:
1) How were key issues and information of relevance to the problem identified and what was the
nature of these issues and/or information?
2) What information was identified as missing and were steps taken to obtain it?
3) What sources were used to obtain missing information?
4) Were adjustments made in plans once missing information was obtained?
5) Were relationships among different elements of the problem explored in order to identify
underlying or root causes of problems?
6) How did you verify the accuracy of information?
7) Were decisions made based on complete information?
8) What alternate solutions were identified for problem resolution?
9) How were alternate solutions evaluated to identify the optimal solution?
10) Did someone take ownership for decisions?
11) Were decisions made in a timely manner?
12) Were decisions made in a decisive manner?
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4. MANAGING ACTIVITIES:
a) Definition: This dimension involves establishing goals, planning activities, and identifying and
directing resources in an efficient and effective manner in order to achieve objectives. This includes
developing strategies for accomplishing goals that include contingencies for anticipated obstacles,
allocating authority and responsibility based on personnel capabilities and priorities, clearly
explaining assigned tasks and performance expectations, and monitoring/measuring progress
toward goals.
b) Elements of Definition: The definition of Managing Activities can be broken down into the following
elements:
 Establishing Objectives
 Developing Strategies for Accomplishing Objectives
 Identifying and Directing Resources
 Anticipating Obstacles and Developing Contingencies
 Monitoring and Measuring Progress Toward Objectives
Managing Activities is related to Analyzing and Deciding in that it represents the step that would be
taken after determining how a problem or issue is to be addressed and/or resolved. It involves
developing a framework or strategy for accomplishing any task or objective.
c) Response Strategies for Elements: Response strategies pertaining to each element of this
dimension are presented below in conceptual order.

ESTABLISHING OBJECTIVES
The first step in developing a framework for addressing problems is to identify and prioritize the
objectives you seek to accomplish. This allows you to focus your efforts on the most critical parts of
the problem. For example, when faced with an incident you might identify objectives such as life
safety, incident stabilization, and property conservation. On the other hand, when correcting
subordinate performance problems, you might identify objectives such as identifying the problem,
gaining subordinate acceptance, identifying performance expectations, and gaining “buy-in” to the
improvement plan. It is important that you not only identify the objectives for addressing problems
but also that you prioritize these objectives. In some instances, priorities are very clear (e.g., in an
incident, the first priority is life safety); in other cases, priorities may be less obvious. With a
subordinate performance issue, gaining subordinate acceptance may be the first priority since until
that happens, a resolution may not be possible.
DEVELOPING STRATEGIES FOR ACCOMPLISHING OBJECTIVES
Once objectives are identified and prioritized, the next step is to identify the specific steps that you
will take to implement your plan. The objectives identified represent the milestones; however, a
specific action plan must be included to explain how you will achieve your objectives. Your
objectives can be achieved only if your action plan aligns with your objectives.
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IDENTIFYING AND DIRECTING RESOURCES
You should realize that resources (e.g., internal, external, technological, financial) are available to
assist you in resolving problems. Your action plan should include the identification of all relevant
resources, and, once identified, you should explain how these resources will assist in problem
resolution. It is important not only to assign resources to cover all activities in your plan, but also to
select the resources best suited for each activity and to provide a rationale. For example, the
response to a particular incident might require personnel with specialized training and/or equipment
in order to be accomplished in a safe and efficient manner. In addition, resources should be
assigned based on the importance and urgency of each activity. To achieve your top priority of life
safety at an incident scene it may be necessary to assign the majority of the available resources to
activities that help you achieve this objective first.
Although resources are available to you, you should still maintain control and provide direction. You
will need to determine how much responsibility for problem resolution you will maintain and how
much you will delegate to others. While the amount of responsibility that you maintain will likely be
influenced by the issue you are facing, it is unlikely that you would be successful in Managing
Activities if you delegate all responsibility for issue resolution to someone else or if you attempt to
retain all responsibility for problem resolution.
When delegating activities to others, you should clearly and completely explain the tasks that you
expect others to perform and identify your expectations for task completion. In other words, you
should be actively involved in the tasks you are delegating. Identifying your performance
expectations is important not only when delegating tasks, but also when correcting subordinate
performance issues. Once performance problems are identified, it is important to explain what
improvement requires by describing specific, behavioral examples of effective performance. In this
way, subordinates will be given a standard against which to compare and gauge their own
performance improvement.
ANTICIPATING OBSTACLES AND DEVELOPING CONTINGENCIES
You should be prepared to encounter obstacles or hurdles when implementing your plans. It will
help to identify potential hurdles and associated contingency plans for addressing anticipated
obstacles. For instance, when dealing with an incident scene, you normally have limited resources
directly available so you should be prepared with a strategy to call in additional resources.
Strategies may include: calling in the next shift early, holding the current shift over, requesting
resources from nearby stations, other departments etc. Similarly, when addressing the performance
problems of subordinates, it is very possible that they may not agree with your assessment of their
performance. Until agreement is achieved you will not achieve buy-in for any performance
improvement plan you hope to implement so you should be armed with information/documentation
to support your assessment (e.g., information from other supervisors, performance records) and be
prepared to respond to arguments put forth by the subordinate.
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MONITORING AND MEASURING PROGRESS TOWARD OBJECTIVES
Since the success of your plan depends on many factors, it is important to monitor the progress and
quality of work in progress and follow-up to ensure that your action plan is achieving the objectives
intended. For example, incidents typically evolve based on the actions of individuals at the scene,
environmental factors, etc. You should monitor the progression of the incident and make any
necessary changes to account for changing conditions and/or unsuccessful actions. Or, a
performance improvement plan that you developed for a subordinate may not lead to the type of
improvement you had expected. In this situation, a follow-up meeting with the subordinate may be
required to ascertain why the plan is not working and to adjust the plan accordingly.
The previous paragraphs focused on managing activities to resolve the issues presented in the
exercise/test materials. You should also manage your time during the response period to ensure
that you address all of the necessary activities. You will receive a copy of each Oral Board Exercise
during your preparation period. You should use the time in your preparation period to review each
exercise and identify the elements of your response. Once identified, you should determine how
much of the response period you will use to address each element of your response. In this way,
you can ensure that you provide a complete response in the time allotted. In addition, you should
monitor your time while responding. You will be permitted to bring a time-keeping device to the Oral
Board Examination.
d) Application of Response Strategies: The “Description of Oral Board Examination” section of this
Preparation Guide contains a description of the content of the oral board exercise. Think about the
job duties of the position for which you are testing. How does the oral board exercise relate to the
job duties? Consider examples of relevance to the exercise and job duties from your own job
experience or based on observations of your superiors. When considering examples from your job
experience, consider the elements addressed above and ask yourself the following questions:
1)
2)
3)
4)
5)
6)
7)

What objectives were identified for issue resolution?
How were the objectives prioritized?
What specific steps were used to implement the action plan?
What resources were used for problem resolution?
How and why were these resources used?
How did delegation occur? What instruction was provided to others?
What obstacles or hurdles were anticipated and/or encountered in implementing the action
plan?
8) What contingency plans were identified/used to overcome anticipated or actual
obstacles/hurdles?
9) How much responsibility for problem resolution was maintained relative to the amount that
was delegated?
10) What follow-up activities were used to evaluate the effectiveness of plans once implemented?
11) What, if any, adjustments were made to plans based on follow-up evaluation?
12) Did you manage your time during the exercise to ensure you completed all necessary
activities?
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C. Summary of Competency-Specific Preparation Strategies
Review the Competency-Specific Oral Board Preparation Strategies presented above and practice
preparing for the Oral Board Examination by developing a response to the sample exercises
presented in the next section of this Guide.
Use the following summary of strategies to assist you in developing your response to the sample exercises.
These strategies will enable you to organize your thoughts and allow you to practice your skills in each of
the competency areas:
1.

Prepare an outline of your response. (Oral Communication)

2.

Ensure your response is sufficiently detailed and complete to clearly convey your thoughts. (Oral
Communication)

3.

Identify the key issues and establish priorities among them. (Analyzing and Deciding)

4.

Identify information you need to gather and questions you need to ask to obtain a complete and
accurate understanding of the situation. (Analyzing and Deciding)

5.

Consider several options for addressing the issues and decide on an approach in a timely manner.
(Analyzing and Deciding)

6.

Develop a potential plan for dealing with the issues, including time frames and contingencies as
necessary. (Managing Activities)

7.

Identify resources that are available to you and determine how they will be used. (Managing
Activities)

8.

Identify steps you will take to ensure that interactions with, and among, others will be constructive
and productive. (Interpersonal Interactions)

9.

Identify actions you will take to develop or enhance the performance of others. (Interpersonal
Interactions)
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III. Sample Oral Board Exercises
Sample Oral Board Exercises are presented in this section so that you may become familiar with the types
of exercises and response formats that you will encounter during the Oral Board Examination.
The actual Oral Board Examination materials will be different from the material presented here. These
exercises are merely illustrative of the kinds of problems you may encounter. The actual exercises you
receive have been developed based on the duties, tasks, and situations of relevance to MPD
Lieutenants, and are designed to assess the competencies identified earlier in this Guide.
A.

Sample Subordinate Performance Exercise:
You are a newly promoted Lieutenant, assigned as a Shift Commander for the past three months.
Although you are still in the process of getting to know your personnel, you are beginning to feel
comfortable in your new assignment. The Sergeants under your command appear to be eager,
cooperative, and energetic. However, over the past month you have noticed a disturbing trend.
Specifically, it appears that Sergeant Terry Williams is not taking appropriate charge of personnel at
incident scenes, and more generally, the performance of Williams’ subordinate personnel is
deteriorating as a result.
Sergeant Williams is a Patrol Sergeant and has held this position for six years. Sergeant Williams is a
20-year veteran of the department and has always been viewed as a true professional. Until recently,
you would have rated Sergeant Williams as one of the better supervisors with whom you have worked.
Since starting your assignment as a Lieutenant, you have received approximately two calls per week
from citizens complaining about personnel under Sergeant Williams’ supervision. Usually, the citizens
are upset over unfriendly conduct. However, over the past two months, you have received an
inordinate number of calls from different citizens complaining about several personnel under Sergeant
Williams’ supervision.
Specifically, each of the citizens stated that the personnel under Sergeant Williams’ supervision were
rude and unprofessional. For example, an officer told a high school student, who was trying to learn
more about the police profession, "I don’t have time for this, kid. Look at you, it’s obvious that you
don’t have what it takes to become a police officer." In another case, an officer suggested to a woman
whose car broke down, "Why don’t you just get rid of this vehicle? No respectable person would drive
a car like this." Other complaints have been similar in nature. From your conversations with the
citizens and further investigation, you confirm that the problem is isolated to personnel under Williams’
supervision.
Today, an old friend of yours, Sergeant Sawyer, who works closely with Williams, advised you that
yesterday Williams responded to the scene of a violent confrontation involving several civilians
involved at a political rally. Williams refused to take command at the scene. As a result, an officer
received minor injuries. Sawyer assured you that he had no axe to grind but that the situation was
potentially very dangerous, and he felt that Williams should have taken command.
Due to your growing concern, you have decided to call Sergeant Williams into your office (for a private
meeting) to discuss the situation and work toward a resolution. An assessor will assume the role of
Sergeant Williams. The assessor will be introduced to you when you enter the room. Remember, you
will have 15 minutes to conduct this exercise. It is your responsibility to keep track of time.

MPD LT Promotion Examination – Candidate Preparation Guide

Page 24

B.

Suggested Approach to Sample Subordinate Performance Exercise:

The suggested approach presented below is intended to enhance your understanding of the
evaluation procedures that will be used for the Oral Board Examination exercises and to provide some
basic guidance regarding the steps you can take when preparing and presenting your responses at
the test site -- as well as during any practice you conduct prior to the examination. It is important to
emphasize that the suggested approach presented here is not meant to be exhaustive but merely to
serve as a summary guide to assist you in your preparation efforts. Remember, you have your
knowledge and familiarity with the MPD Standard Operating Procedures, rules, regulations, and
procedures to rely on in determining the actual content of your responses. We encourage you to use
any other strategies that you feel may enhance your performance during the Oral Board Examination
exercises and on the job.

Oral Communication: Effective performance in this area could be displayed by: speaking clearly,
enunciating words, speaking at a volume that is easy to hear, and using concise and appropriate
words, phrases, and sentences. Effective performance in this area is also characterized by a logical
and organized presentation of relevant information and by providing sufficient detail and rationale in
support of your ideas. After deciding on a plan and determining how that plan will be implemented,
you will then be expected to communicate/convey the plan during the exercise. The use of an outline
may help you to organize your response. A clear and organized response would include a description
of the key issues which need to be addressed and the plan for addressing these issues.
Ineffective performance would be displayed by: excessive wordiness or repetition, jumping from one
topic to the next in no logical sequence, presenting too much irrelevant or tangential information,
providing insufficient information or detail to support points that are made, speaking too quickly,
speaking at a volume that is difficult to hear, displaying distracting verbal or physical mannerisms or
using a tone or vocabulary that is not appropriate for the audience.
In testing situations, candidates may become flustered and forget what they intend to say. Use of the
outlining strategy described in the preparation strategies section of this Guide should help candidates
remember what issues to address.

Interpersonal Interactions: As you work with other individuals, departments and agencies to
address problems, effective interpersonal interactions could be displayed by: demonstrating sensitivity
and concern for others’ feelings and opinions when helping to deal with key issues and problems,
conducting activities in a manner that will elicit the effective cooperation and coordination of all
personnel, eliciting others’ input and offering support as needed, keeping appropriate individuals (e.g.,
superiors) apprised of critical information, and treating other personnel and/or civilians in a respectful
and fair manner, particularly as you address any performance issues or interpersonal conflicts that
arise.
Ineffective interpersonal interactions would be displayed by: failing to keep appropriate individuals
apprised of critical information, treating personnel and/or civilians in a disrespectful or discourteous
manner, and ignoring interpersonal conflicts that arise among subordinate personnel.
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Analyzing and Deciding: Effective performance in this area could be displayed by: identifying the
key issues or problematic information presented in the exercise, seeking out missing information from
various sources, and establishing priorities among these issues once all of the issues are successfully
identified. By establishing priorities, you may be able to distinguish those issues that are critical to
immediately address from those issues that are less significant and can be addressed later. Once you
identify the issues that need to be addressed, alternative solutions could then be developed for the
problems identified. Since all proposed solutions may not be viable, it is important to consider the
implications of each potential solution before deciding on a timely course of action. When considering
the implications of a solution, you should be able to make a strong case for implementing the
particular solution. If you are unable to make a strong case for the solution you select, you may want
to rethink the proposed solution.
Ineffective performance would be displayed by: failing to demonstrate an understanding of the key
issues or problematic information during your response, failing to seek out additional information
needed, failing to take all of the critical information into account when making decisions, and failing to
come to a decision in a timely manner.
Managing Activities: Effective performance in this area could be displayed by: defining a plan to
carry out the proposed solution including the steps needed to implement the solution, anticipating
potential obstacles or hurdles, and developing a contingency plan or plans to address anticipated
obstacles. Effective performance in this area is also characterized by making use of the resources
available to assist you in addressing the problem, clearly explaining assigned responsibilities and
monitoring activities once assigned. You could rely on other personnel resources when you are
seeking additional information and/or implementing a plan. Although other personnel may be
available to assist, you should avoid turning over complete responsibility for the handling of any
problem, or any element of a problem, that should more appropriately come under your
authority/supervision as a Lieutenant.
Ineffective performance would be displayed by: failing to develop and specify a clear plan for
addressing the problems, failing to make use of available resources or using available resources
ineffectively, failing to provide clear direction when assigning responsibilities to personnel, failing to
anticipate likely obstacles, and failing to monitor activities and/or re-evaluate the plan and resource
allocation as the situation progresses.
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C. Sample Incident Command Exercise:
Consistent with the actual exercise you will receive, this sample includes a sample of an Initial Incident,
and potential events that could occur during the Incident Update.
Initial Incident:
You are a newly promoted Lieutenant and have been in this position for the past three months. At 1615
hours, Communications reports that a juvenile has escaped from a detention center. Staff members at
the detention center believe that the juvenile arranged for transportation because there is no sign of the
juvenile anywhere around facility grounds. At 1645 hours, Communications reports that two of your
officers, Stroud and Henderson, were dispatched to a home invasion. The officers report that two
juveniles forced their way into the home of an elderly couple and threatened to harm the couple if they
did not give up their money and car keys. The elderly couple did as they were instructed. In addition to
taking the couple’s money and car keys, the suspects ransacked the house and took several pieces of
antique jewelry and a hunting knife. After failing to find more items of value in the home, the suspects
demanded that the elderly couple tell them where they were keeping their valuables. The elderly man
informed the suspects that the couple had nothing else of value. One of the suspects shoved the man
to the ground and both suspects kicked the man repeatedly while he was on the ground. The man
sustained several contusions to the head and chest area. The elderly couple indicated that the two
suspects split up after leaving their residence. One suspect fled in the vehicle that the suspects drove to
the couple’s home, while the second suspect fled in the couple’s vehicle, a 2005 Ford Taurus. The
elderly couple indicated that the two juveniles were not armed when they arrived at their residence. You
advise Communications that you are responding to the scene.
Your task is to describe to the board your plan for handling this incident. In describing your plan,
provide an assessment of the situation and description of how you would proceed at this point.
Remember, you have a limited amount of time to respond to the initial incident description before you
are provided with an update to the incident. It is up to you to keep track of time.

D. Anticipating the Nature of the Incident Update:
During your appearance before the board, you will receive new information via the update that may
affect your initial assessment of the incident. DURING THE PREPARATION PERIOD you can attempt
to anticipate the nature of the update you will receive while you are reviewing and preparing your
response to the Initial Incident description. Using the sample Initial Incident presented in this
preparation guide, think about how this incident could progress. For example, you may receive:




confirmation that one of the suspects from the home invasion is the same juvenile who escaped
from the detention center.
an update that one of the suspects is committing another crime such as a robbery, a carjacking,
or another home invasion.
an update that one of the suspects was in a vehicle accident and is now fleeing on foot.

It is important to remember that the list of potential updates above is not exhaustive. It is, however,
intended to illustrate the types of updates you may receive during the actual test. When you do receive
the update during the actual test, you should make sure that you update your initial plans based on the
new information provided, if necessary.
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E. Suggested Approach for the Sample Incident Command Exercise:
Again, the suggested approach presented below is intended to enhance your understanding of the
evaluation procedures that will be used for the Oral Board Exercise and to provide some basic guidance
regarding the steps you can take when preparing and presenting your response at the test site -- as well
as during any practice you conduct prior to the test. It is important to emphasize that the suggested
approach presented here is not meant to be exhaustive but merely to serve as a summary guide to
assist you in your preparation efforts. Remember, you have your knowledge and familiarity with the
Milwaukee Police Department Standard Operating Procedures, rules, regulations, and procedures to
rely on in determining the actual content of your response. We encourage you to use any other
strategies that you feel may enhance your performance during the Oral Board Exercise and on the job.
Oral Communication: Effective performance in this area could be displayed by: speaking clearly,
enunciating words, speaking at a volume that is easy to hear, and using concise and appropriate words,
phrases, and sentences. Effective performance in this area is also characterized by a logical and
organized presentation of relevant information and by providing sufficient detail and rationale in support
of your ideas. After deciding on a plan and determining how that plan will be implemented, you will then
be expected to communicate/convey the plan during the exercise. The use of an outline may help you
to organize your response. A clear and organized response would include a description of the key
issues which need to be addressed and the plan for addressing these issues.
Ineffective performance would be displayed by: excessive wordiness or repetition, jumping from one
topic to the next in no logical sequence, presenting too much irrelevant or tangential information,
providing insufficient information or detail to support points that are made, speaking too quickly,
speaking at a volume that is difficult to hear, displaying distracting verbal or physical mannerisms or
using a tone or vocabulary that is not appropriate for the audience.
In testing situations, candidates may become flustered and forget what they intend to say. Use of the
outlining strategy described in the preparation strategies section of this Guide should help candidates
remember what issues to address.
Interpersonal Interactions: As you work with other individuals, units, and agencies to address
problems, effective interpersonal interactions could be displayed by: demonstrating sensitivity and
concern for others’ feelings and opinions when helping to deal with key issues and problems, conducting
activities in a manner that will elicit the effective cooperation and coordination of all personnel, eliciting
others’ input and offering support as needed, keeping appropriate individuals (e.g., superiors) apprised
of critical information, and treating other personnel and/or civilians in a respectful and fair manner,
particularly as you address any performance issues or interpersonal conflicts that arise.
Ineffective interpersonal interactions would be displayed by: failing to keep appropriate individuals
apprised of critical information, treating personnel and/or civilians in a disrespectful or discourteous
manner, and ignoring interpersonal conflicts that arise among subordinate personnel.
Analyzing and Deciding: Effective performance in this area could be displayed by: identifying the key
issues or problematic information presented in the initial description of the exercise, seeking out missing
information from various sources, and establishing priorities among these issues once all of the issues
are successfully identified. By establishing priorities, you may be able to distinguish those issues that
are critical to address immediately from those issues that are less significant and can be addressed
later, if at all. Once you identify the issues that need to be addressed, alternative solutions could then
be developed for the problems identified. Since all proposed solutions may not be viable, it is important
to consider the implications of each potential solution before deciding on a timely course of action.
When considering the implications of a solution, you should be able to make a strong case for
implementing the particular solution. If you are unable to make a strong case for the solution you select,
you may want to rethink the proposed solution.
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Ineffective performance would be displayed by: failing to demonstrate an understanding of the key
issues or problematic information during your response, failing to seek out additional information
needed, failing to take all of the critical information into account when making decisions, and failing to
come to a decision in a timely manner.
Managing Activities: Effective performance in this area could be displayed by: defining a plan to carry
out the proposed solution including the steps needed to implement the solution, anticipating potential
obstacles or hurdles, and developing a contingency plan or plans to address anticipated obstacles.
Effective performance in this area is also characterized by making use of the resources available to
assist you in addressing the problem, clearly explaining assigned responsibilities and monitoring
activities once assigned. You could rely on other personnel resources when you are seeking additional
information and/or implementing a plan. Although other personnel may be available to assist, you
should avoid turning over complete responsibility for the handling of any problem, or any element of a
problem, that should come under your authority/supervision as a Lieutenant.
Ineffective performance would be displayed by: failing to develop and specify a clear plan for addressing
the problems, failing to make use of available resources or using available resources ineffectively, failing
to provide clear direction when assigning responsibilities to personnel, failing to anticipate likely
contingencies, and failing to monitor activities and/or re-evaluate the plan and resource allocation as the
situation progresses.
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CAREER REVIEW BOARD
I. General Description of Career Review Board
A.

Content: This exercise will allow for an evaluation of candidates with respect to a series of
competencies (abilities and personal characteristics) based on a consideration of their past
performance and experience. The exercise will last 15 minutes and will include two parts as
follows:

1. Oral Résumé Presentation (10 minutes). Candidates will be asked to give a
presentation to address how their previous work history, experience, and performance;
as well as additional training, educational, and other development efforts, have
contributed to their current performance effectiveness and their potential to perform at
the position of Lieutenant. Specific instructions and an outline of topics to be covered
are presented on the pages that follow.
In order to provide a point of reference for the Oral Résumé Presentation for candidates
and assessors, as well as to provide documentation of the career facts to be presented,
candidates will be required to prepare and submit a Written Fact Sheet that will be
provided to the assessor board and reviewed just before each candidate enters the
board room to give their Oral Résumé Presentation. Specific instructions/guidelines
concerning the format and content of the Written Fact Sheet, along with an illustrative
sample, are provided on the pages that follow.

2. Follow-up and Standardized Questions (5 minutes). At the conclusion of their Oral
Résumé Presentation, candidates will be asked a limited number (i.e., 1-2) of follow-up
questions based on their Oral Résumé Presentation. Board members will then ask a
limited number (i.e., 1-2) of standardized questions concerning how the candidate has
handled, or would handle, past and/or hypothetical future situations or issues. Samples
of the types of questions that may be asked are provided on the pages that follow.

NOTE: It is important to emphasize that although there are several elements
comprising each candidate’s Career Review Board, only one evaluation will be
provided and the focus of that evaluation will be on the information presented orally
while in the assessor boardroom – that is, the Oral Résumé Presentation and
responses to any Follow-up/Standardized Questions. The Written Fact Sheet is
intended as a supporting document for candidates and assessors and will NOT be
rated separately by assessors. More information is provided on the pages that
follow.
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B.

Administrative Logistics: The following pages present the topics to be covered during the
Oral Résumé Presentation and guidelines related to the format and content of the Written
Fact Sheet to be submitted. Other than their Oral Résumé Presentation notes and a
personal copy of the Written Fact Sheet that candidates bring with them to the test site, all
of the materials candidates need to conduct the Career Review Board will be provided when
they report to the test site. No electronic communication equipment will be allowed at the
test site, including pagers, cell phones, tablets, laptops, etc.
With respect to the Career Review Board, candidates may only bring their Oral Résumé
Presentation notes and personal copy of their Written Fact Sheet into the Career Review
Board room. Candidates' materials will be inspected at the test site, prior to entering the
preparation area and Career Review Board room, to ensure that any materials brought into
these rooms for the Career Review Board conform to these guidelines. Any violation of
these guidelines may be cause for disqualification from the promotion process.
NOTE: It is important that candidates come to the test site fully prepared to give their
Oral Résumé Presentation because there will only be a brief break (5 minutes) after
they participate in the two Oral Board Exercises when candidates will be given an
opportunity to use the restroom and conduct a final review of their Oral Résumé
Presentation notes before entering the Career Review Board room.

C.

Evaluation: Three-member assessor panels will be trained by EB Jacobs to evaluate
candidate performance in the Career Review Board. The three Career Review Board
assessors may be a combination of sworn officers from agencies outside the Milwaukee
Police Department as well as sworn officers from within the Milwaukee Police Department.
All Career Review Board assessors will participate in extensive training. During this training
session, assessors will review the Career Review Board elements (Oral Résumé
presentation outline/topics, Written Fact Sheet outline, and follow-up/standardized
questions), and be trained to observe, record, and evaluate candidate behaviors with
respect to the assessment dimensions. Finally, assessors will practice evaluating
candidates by participating in “mock” assessments.
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D.

Assessment Competencies/Dimensions: Based on our assessment of the MPD Lieutenant
position, the following critical competencies (abilities and personal characteristics) will be assessed
during the Career Review Board:
1. Oral Communication: This dimension involves speaking fluently by expressing ideas and opinions
in a clear, concise, and organized manner. This dimension also involves the ability to promote
and/or defend ideas by providing supporting information and presenting thoughts in a convincing
and logical manner.
2. Interpersonal Interactions: This dimension involves establishing constructive working relationships with
others. This includes demonstrating consideration and respect for others’ feelings, needs, views, and
contributions while maintaining the necessary balance to ensure that objectives continue to be met. This
also includes the ability to foster a cooperative team environment, negotiate/reconcile conflict among
others, and provide guidance and development opportunities to facilitate performance improvement.
3. Analyzing and Deciding: This dimension involves selecting an appropriate and timely course of
action by seeking out and analyzing information from various sources, evaluating the importance
and relevance of information, and considering alternative approaches and their implications, both in
routine situations as well as unusual situations where more traditional solutions may not apply.
4. Managing Activities: This dimension involves establishing goals, planning activities, and identifying
and directing resources in an efficient and effective manner in order to achieve objectives. This
includes developing strategies for accomplishing goals that include contingencies for anticipated
obstacles, allocating authority and responsibility based on personnel capabilities and priorities, clearly
explaining assigned tasks and performance expectations, and monitoring/measuring progress toward
goals.
5. Accountability: This dimension involves adhering to and applying policies, procedures, and standards in
an appropriate, consistent, and fair manner. This includes setting a personal example by following
established rules and regulations and modeling the core values of the agency. This also includes holding
others accountable by addressing and correcting problem performance or discipline violations in a timely,
consistent, and fair manner.
6. Initiative and Independence: This dimension reflects on an individual’s “drive,” the tendency to take action
without being prompted to achieve objectives. This dimension also involves the ability to work with limited
or no oversight while still recognizing when it is necessary to seek others’ input before taking action.

NOTE: These are the six competency areas that will need to be addressed
(whenever possible) by candidates as part of the Oral Résumé Presentation and
Follow-up and Standardized Questions. Additional information is provided on the
pages that follow.
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II. Career Review Board Elements
OVERVIEW: The Career Review Board (CRB) evaluations will be based on the extent to which your
previous work history, experience, and performance; as well as additional training and development efforts
made on your part, have contributed to: 1) your effectiveness as an incumbent MPD Sergeant, or
Detective and 2) your potential as an MPD Lieutenant. These evaluations will be made on the basis of
the information presented during your Oral Résumé Presentation and your responses to any Followup/Standardized Questions.

A.

Oral Résumé Presentation Instructions and Topics:

You will have a maximum of 10 minutes to give your Oral Résumé Presentation to the Career Review
Board. The topics listed below should be covered in your presentation. While you may take less time to
present, you will not be allowed to exceed the 10-minute time limit. Furthermore, although the topics have
been presented in a specific order below, it is NOT necessary that you follow this order when giving your
presentation nor that you divide your presentation into separate and distinct sections as has been done
below. It is only important that you cover ALL topics listed. Keep in mind that after your Oral Résumé
Presentation, the assessor board will ask you a limited number of Follow-Up and/or Standardized Questions
during the subsequent 5-minute period.
You may use handwritten or typed notes during your presentation but copies of any notes may NOT be
provided to the assessor board. In addition, you may NOT use any visual aids (e.g., overheads, slides, etc.)
and you may NOT bring in prepared handouts for the assessors.

Oral Résumé Presentation Topics: Candidates should cover the following topics during their Oral
Résumé Presentation. Since the board members will review candidates’ Written Fact Sheet prior to
listening to their Oral Résumé Presentation, candidates should use their Written Fact Sheet as a supporting
document to supplement and support points made during the Oral Résumé Presentation, rather than
reading the Fact Sheet to the board directly or addressing the Fact Sheet in detail, in and of itself.
Describe how your past experiences, training, education and other activities or endeavors have:
1.

contributed to the development of the six competency areas to be evaluated, and

2.

prepared you to make the transition to, and effectively perform, the Lieutenant’s job.

As you describe how your past experiences have contributed to your development and
preparedness, be sure to:
•
•
•

relate your comments to the six competency areas whenever possible.
use specific examples to best illustrate your effectiveness in the various competency
areas and the points you seek to make.
identify one specific competency or area of personal performance that you will need to
focus on developing to make a successful transition to the Lieutenant’s role and describe
the steps you will take to develop in that competency/area.
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B.

Written Fact Sheet Instructions:

You will be responsible for creating a Written Fact Sheet that will be used to support the information
provided during your Oral Résumé Presentation.
The purpose of the Written Fact Sheet is to:
•

Facilitate your efforts and those of the assessors by providing a concise overview of your MOST
RELEVANT career highlights and achievements in the context of:
o
o
o

your work history with the MPD
other relevant experiences in work/military/community activities
relevant special training, educational experiences, awards and commendations

By providing a list of the most relevant facts to the board members in advance, candidates will be able
to focus on the presentation topics during their Oral Résumé Presentation, rather than first having to
present a list of applicable experience from the Written Fact Sheet. As noted above, the Written Fact
Sheet should be treated as a supporting document rather than being read to the board directly or
referenced in detail, since assessors will already have reviewed the Written Fact Sheet by the time each
candidate enters the boardroom. The same is true for assessors. The Written Fact Sheet is a
supporting document for understanding and evaluating the information candidates present during the
Oral Résumé Presentation and in response to any Follow-up/Standardized Questions that will be asked.
•

Provide documentation of the facts to be presented during the Oral Résumé Presentation portion
of the Career Review Board to address any concerns candidates might have about the possibility of
misrepresentation. If additional facts are presented by candidates during the course of responding to
any Follow-up/Standardized Questions, assessors will record those facts for documentation purposes as
well. All details presented during the Career Review Board are subject to verification. Any candidate
found to have misrepresented themselves during any portion of the Career Review Board may
be subject to disqualification from the promotion process. Further disciplinary action also may
occur.
Candidates should keep in mind that the Written Fact Sheet is intended to support or supplement their
Oral Résumé Presentation and should include critical and relevant factual information. Candidates do
NOT need to present all of their experiences on the Fact Sheet but should include and
HIGHLIGHT those experiences that are most relevant to their planned Oral Résumé Presentation
and which will best convey their effectiveness in the competency areas to be evaluated and their
preparedness to assume the Lieutenant’s position.
AS STATED EARLIER, IT IS IMPORTANT THAT CANDIDATES KEEP IN MIND THAT THE FOCUS
OF THE EVALUATION WILL BE ON CANDIDATES’ ORAL REMARKS. THEREFORE,
CANDIDATES SHOULD FOCUS THEIR EFFORTS ON PREPARING THEIR ORAL RÉSUMÉ
PRESENTATION BASED ON THE TOPICS OUTLINED ABOVE AS WELL AS ANTICIPATING ANY
FOLLOW-UP/STANDARDIZED QUESTIONS THEY MAY RECEIVE AND THE ANSWERS THEY
WILL PROVIDE IN RESPONSE. THE WRITTEN FACT SHEET WILL NOT BE EVALUATED IN
ISOLATION.
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C.

Written Fact Sheet Guidelines:

Candidates are encouraged to follow the guidelines presented below when creating their Written Fact Sheet
as this is the format that assessors will be trained to expect. Any significant departures from this format
could impact the evaluation.










Arial font in a 12-point font size
One inch page margins on all sides (top, bottom, left, and right margins)
Single line spacing
A maximum of four pages (8 ½” X 11”) in length, and stapled in the top left-hand corner if multiple
pages are used; You may double-side each sheet, if desired. There is no minimum page requirement;
no special presentation binders are needed or desired.
Three copies of your Fact Sheet must be submitted to the Fire and Police Commission (FPC) by
Friday, May 15 at 4:30 p.m. The three copies MUST be submitted in a manila envelope with your
6-Digit PeopleSoft ID number on the front of the envelope and on each copy. Ensure your
PeopleSoft ID number is printed large enough to read. Any candidate who fails to submit a Fact
Sheet to the FPC by this deadline may not be allowed to continue in the selection process.
Maintain your own personal copy of your Fact Sheet for your reference while preparing for and
conducting the Career Review Board.
Written Fact Sheets will be used for the Career Review Board ONLY and will be maintained by EB
Jacobs following the conclusion of all testing.
All information provided must be accurate and truthful. Again, any candidate found to have
misrepresented themselves during any portion of the Career Review Board may be subject to
disqualification from the promotion process. Further disciplinary action also may occur.

The Written Fact Sheet you prepare should include the sections presented on the following page (unless
not applicable or relevant) in the same order in which they are presented, and the guidelines provided must
be followed. Some sections (e.g., military service) may not apply. Again, when completing each section,
you should include those experiences that are MOST RELEVANT to the competencies to be
assessed during the Career Review Board and to the effective performance of the Lieutenant
position. A sample of a completed Written Fact Sheet is provided to help illustrate what is expected of
candidates.
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D.

Outline of Fact Sheet Sections

1. Personal Information: In this section include your name, current rank, current assignment location, and
date of hire with the MPD.
2. Work Experience:
a. Experience with the MPD: In this section list all assignments held in the MPD starting with your
most recent assignment. For each assignment, identify the name of the MPD organizational unit,
include the range of dates you held the assignment/job and list at least one, but no more than three,
accomplishments you achieved while in the assignment/job.
b. Experience outside the MPD: If applicable, in this section, you may also list other work experiences
with other organizations that you feel are relevant to the performance of the Lieutenant position.
Provide the range of dates for each experience and list at least one, but no more than two,
accomplishments achieved while in any given job.
3. Military Service: If applicable, in this section include the branch of the military in which you served or
are serving and the highest rank you achieved. You may also include any accomplishments you
achieved while serving in the military that you feel are relevant to the performance of the Lieutenant
position.
4. Education: In this section include the highest level of education completed. If you have obtained a
college degree, or are in the process of obtaining a degree, list the name of the college(s) you have
attended or are attending, and identify the area in which the degree has been or will be obtained. If you
are in the process of pursuing a degree, provide the number of credit hours completed and your
expected graduation date. You may also include any accomplishments you achieved while completing
your post high school education that you feel are relevant to the performance of the Lieutenant position.
5. Special Training: In this section list any special training you have received which you feel is relevant to
the performance of the Lieutenant position. It is not necessary to include more routine, mandatory
training. Information in this section should focus on MPD training or other training that is NOT required
of all personnel.
6. Other Relevant Experience (Committees, Boards, Affiliations, etc.): If applicable, in this section list
any boards, affiliations, committees, volunteer organizations, etc. on which you have served within or
outside the MPD that you believe have helped prepare you to perform in the position of Lieutenant.
7. Other Relevant Information: If there are any additional facts that you believe are relevant to the
performance of the Lieutenant position but do not fit within the above sections please include them in
this final section of the Written Fact Sheet.
Please note that there is NO separate section on the Written Fact Sheet for listing the awards or other forms
of recognition you have received. This information can instead be included within the existing sections,
where applicable.
Keep in mind that to best convey how any experience, award, recognition, etc. identified in your Written
Fact Sheet reflects on your effectiveness, you should clearly explain (during your Oral Résumé
Presentation) what you did as part of the experience, and/or to achieve the award/recognition, and how it
has contributed to your potential to perform the Lieutenant’s job.
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Sample Fact Sheet – Provided for Illustrative Purposes Only:

E.

A sample Fact Sheet is presented below. Please note that this sample excludes sections 2b and 7,
suggesting there was no other relevant work experience outside the MPD (2b) and no other relevant
information (7) to be addressed.
Personal Information
Sergeant Tracey H. Copeland
Milwaukee Police Department (MPD)
(Insert Current Assignment/Location)
Date of Hire: July 25, 1996
Work Experience with the MPD
Patrol Sergeant – (Insert Assignment/Location) (2004 – present)
 Recognized for work on issues related to communicable diseases and officer safety.
 Chosen as the Area IV representative to the State Incident Management Team (IMT).
Patrol Officer – (Insert Assignment/Location) (1996 – 2004)
 Conducted intensive follow-up on numerous burglaries of residential homes, resulting in 22 cases
cleared.
 Recognized for making the most DUI arrests in assigned location with 42 in 2004.
 Received a Chief’s Commendation Medal for creation of the first School Resource Officer (SRO)
Program.

Military Service


Currently serving at rank of Master Sergeant in the United States Air Force Reserve (USAFR)
- Received USAF Achievement Medal

Education



Bachelor of Science, Criminal Justice, University of Wisconsin, 2002.
Masters candidate, Business Administration, University of Wisconsin; 9 credits completed; expected
graduation – December 2015.

Special Training





Advanced Collision Investigations
Certified Instructor Course
D.U.I. Prosecution Seminar
Capabilities of NCIC

Other Relevant Experience (Committees, Boards, Affiliations)


Chairperson, Leadership Forum, 2010
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F.

Follow-Up and Standardized Questions:

As noted above, the second part of the Career Review Board will consist of a limited number of FollowUp and/or Standardized Questions. Sample questions are presented below for illustrative purposes
only. These samples are generic prototypes, representing the types of questions you might encounter
during the actual Career Review Board. The actual questions you receive have been developed based
on the duties, tasks, and situations of relevance to MPD Lieutenants, and are designed to assess the
Career Review Board assessment competencies identified earlier in this Guide.
1. SAMPLE Follow-Up Questions
The Board will ask you a limited number of follow-up questions based on the information you
provided in your presentation. The follow-up questions may ask you to:
a) Explain the reasons for your past behaviors.
b) Clarify or expand upon information you provided.
2. SAMPLE Standardized Questions
The Board will ask you a limited number of standardized questions regarding issues of relevance to
your past, present or future job-related experiences.
a) What do you feel are some of the biggest operational challenges facing police supervisors and
commanders in today’s law enforcement environment and how would you address those
challenges as a new Lieutenant?
b) Provide an example of an instance in which you had to make a difficult decision on the job and
describe the steps you took to ensure you could make that decision in an effective and timely
manner.
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III. General Preparation Suggestions for the Career Review Board
The focus of the Career Review Board will be placed on the assessment competencies described
earlier, as they relate to past, present, and/or hypothetical future job relevant experiences. Since the
first portion of the Career Review Board is included directly in this Guide, you can prepare directly
using the information and guidelines provided for the Oral Résumé Presentation and Written Fact
Sheet.
To assist you in drafting/creating your response to the Oral Résumé Presentation Topics, drafting
your Written Fact Sheet, and preparing for any Follow-up and/or Standardized Questions, consider
the following questions and any additional questions you can generate that are similar to the
samples presented in this Guide:


What types of behaviors do current MPD Lieutenants exhibit that lead to success? How do
these behaviors relate to each of the competency areas to be assessed?



Organize and write down examples of successful past performance. Think about how these
examples relate to each of the Career Review Board competency areas to be assessed. What
did you do well? What could you have done to be more effective?



Organize and write down examples of areas where you have had difficulty in the past. Think
about how these examples relate to each of the Career Review Board competency areas to be
assessed. What did you learn from these examples? What have you done to improve your
performance in these areas?



Think about some of the critical issues or challenges currently facing MPD Lieutenants and/or
the Department as a whole. How would you describe these issues/challenges and what do you
feel you can do as a Lieutenant to help address these issues/challenges?



Think about how the various competency areas relate to the overall effectiveness of the
Department and its members. As a Lieutenant, what can you do in each of these areas to
contribute to the development and success of the organization as a whole and its individual
members?

To assist you in giving your Oral Résumé Presentation, practice delivering the presentation to others
who can provide feedback. Be sure that you can complete your Oral Résumé Presentation in 10
minutes or less as you will not be allowed to exceed the time limit allotted at the test site.
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*************************************************************************************************************************

CONCLUSION
This Preparation Guide is designed to familiarize candidates with all aspects of the Oral Board Examination
and Career Review Board components of the promotion examination, including the scenarios and
questions, logistics, and evaluation procedures; as well as to provide some suggestions for preparation.
The suggestions provided here are not exhaustive ̶ we encourage candidates to engage in any additional
preparation strategies they believe will enhance their chances of performing effectively on the promotion
examination and on the job.
*************************************************************************************************************************

BEST OF LUCK!
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